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About this Tutorial

This tutorial was developed to take budget staff through the sequential steps of building a budget using
BDS. The sample budget developed in this tutorial is developed at the program level using the most
basic features of BDS. A second tutorial and course (BDS: Advanced Lessons) will be offered for
agencies wishing to use the more advanced features of BDS such as package program, decision
package merging, detailed estimated expenditure coding, and Multiple Year Plan. Only BDS users
who have Budget Operations security access should complete this tutorial. A separate tutorial and
course is offered for users who will only be entering decision packages (Decision Packages for
Managers).

This tutorial can be used in a formal training session, for individual practice, or developing the agency
budget request. Actual values to be entered when using for training or for practice are highlighted or
presented on the accompanying Exercise Slip. If practicing on your own, please use your judgment to
determine values to be used for practice or actual budget work. Each task is preceded by a brief
explanation of the task and its importance in your budget development as well as general business
rules. Specific business rules and recommendations for entering your budget are denoted with a L on
the task. Appendix 1 contains a central listing of all the business rules.

Every effort is made to ensure that the BDS tutorial and OFM Budget Instructions agree in every way.
In case there is a discrepancy, the OFM Budget Instructions take precedence. The OFM Budget
Instructions can be found at http://www.ofm.wa.gov/budget/instructions.htm. Please complete the
Tutorial Evaluation at the back of this tutorial to report any discrepancies found.

Not every feature of BDS will be covered in either the basic or the advanced training. The BDS
Complete System Manual is available to users. That document explains every function of BDS screen
by screen and is all-inclusive. It will be made available to those who would like a copy at training
sessions or is available on-line in the BASS Library under the BDS reference desk
(http://bass.ofm.wa.gov/basspr/library/bds.html or https://services-
bass.ofm.wa.gov/basspr/library/bds.html ) for Fortress users. Full documentation on all BASS
products is available in the BASS Virtual Library available on-line at
http://bass.ofm.wa.gov/basspr/library/ or https://services-bass.ofm.wa.gov/basspr/library/ for Fortress
users. The library may also be accessed by the help links available in all BASS applications.



http://www.ofm.wa.gov/budget/instructions.htm
http://bass.ofm.wa.gov/basspr/library/bds.html
https://services-bass.ofm.wa.gov/basspr/library/bds.html
https://services-bass.ofm.wa.gov/basspr/library/bds.html
http://bass.ofm.wa.gov/basspr/library/
https://services-bass.ofm.wa.gov/basspr/library/
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Lesson 1, Task 1 — Establish a BDS version and set Default DP Filter
Other Budget Management Options / Version Management or Tools / Version Management

Prior to entering a new budget into BDS, a new version will need to be established. A version
contains a group of related decision packages, much like a Windows directory or folder. In this
case the relation is all the decision packages that comprise the agency biennial budget
request. This step will take the user through entering the new version with the appropriate
budget type and budget source, as well as setting the agency Default DP Filter. Setting the
agency Default DP Filter assures that users new to BDS will default to the indicated version.

Adding a version also creates a copy of the official OFM Activity Inventory in the new version
based on the Budget Type and Budget Source selected so that you can edit a copy of the most
current official data, instead of starting from scratch.

Open Internet Explorer and enter the login address http://bass.ofm.wa.gov/basspr/login/login.asp

(or https://services-bass.ofm.wa.gov/basspr/login/login.asp for Fortress users) in the address bar
of the browser.
If in a training session, skip this step

Use your login ID and password to log in to BASS. Ifyou do not have a login ID and password,

a security form is included in the back of the tutorial. Follow the instructions on the form.
10500training
training

Select the calculator icon for Budget Development System (BDS).

BDS Menu

Load my agency budget base [AFRS Extract]

Adjust my budget base [View/Edit CB Level Decision Packages]
Add decizion package to my base

Update decision packages

Re-prioritize my agency's decizion packages

Lock a decision package

Lock a budget version

Other budget management options

Yerify data to be released to OFM

Exit to Main Menu Exit and Logoff BDS Help



http://bass.ofm.wa.gov/basspr/login/login.asp
https://services-bass.ofm.wa.gov/basspr/login/login.asp

10.

LI Note: Some menu options will be grayed out if a user with "Edit Access" only rights. See
your agency budget officer if you need to complete tasks not currently available to you.

From the BDS Menu select Other Budget Management Options / Version Management /
Add/Update Version. L Note: If a version and Default DP Filter have not been set for your
agency, you will be taken to this screen automatically. Users with only "Edit Access" rights will
receive a message informing them to see their Budget Operations staff.

Budget Management Conszole - Yerzion Management

File Edit “iew Toolz Reportz Help

Add/Update Yersion I Copy/Merge Yersion I Delete Version I Set Default DP Filters I

Budget Period: |2DDE-D? *I
Werzion Title Budget Source Budget Type .

13 |BA CB and CLF fram ‘wfinsum Agency Fegular
14 |DM Demo Wersion Agency Fiegular
15 |DF |Jze a different version - see zlip Agency Regular
16 |MA tarch Patches Agency Regular
17 |TP Template Yersion Agency Regular
12 |TR BASS Trainer Agency Fegular
13 |UF Jpload Werzion Agency Fiegular
20 |WR Wickiz Demo Practice Agency Regular
21 |

| LI_I

Save | Fiezet |
| sgency: 105 | | 507153

Select the appropriate Budget Period using the dropdown list box.
2005-07

In the last row of the Version column enter any two-digit code (numbers and/or letters in any
order) to distinguish this version then hit the Tab key. LLJ Note: Your version code entered here
is independent of any previous version codes in prior BDS budget periods, BPS?2 indicators, or
published budgets available in the BASS Version Reporting System. This code is your own.
<Your initials>

Assign a title to your version and hit the Tab key. The title may be anything that helps you
distinguish what this group of related decision packages represents.
<Your Name> Practice

Select Agency from the list of Budget Sources available in the dropdown list box and hit the
Tab key.

Select Regular from the list of Budget Types available in the dropdown list box and hit the Tab
key. You should now see the version you just added in blue font in the appropriate spot of the
version list (use the vertical scroll bar to scroll if not visible on the screen). It will be sorted into
the existing list based on the two-digit version code. L4 Note: Separate tutorial documents are
available for the other budget types (i.e., first year supplemental or second year supplemental).

Click the Save button to save the version.
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11. Select the Set Default DP Filters tab.
 uigo ManogomentConsole Varsion Manogoment |
File Edit “iew Toolz Reportz Help
AddA pdate Versionl Copy/Merge ‘Jersinnl Delete Wersion ~ Set Default DF Filters |
Budget Perind: Yersion: Fackage Program: Budaget Level:
|2nn5-u? S [TF - 2SS Trainer - gency Level - 2 fa =
[ Wiew locked decision packages anly
Save | Fiezet |
| Bgency: 105 | | 5.0.153
12.  Choose the appropriate Budget Period from the dropdown list box.
2005-07
13. Choose the appropriate Version from the dropdown list box.
<Your Initials> - <Your Name> Practice
14. Change Package Program to - Agency Level -.
15. Leave Budget Level on the default of All or change if necessary.
16. Leave the View locked decision packages only unchecked, or change if necessary.
17. Click the Save button.
18. Select File / Exit to BDS Menu from the BDS menu bar.
Results

The effect of these steps is that you have created a place where your new budget or

practice decision packages can be created and found. The activity description information
from the official activity inventory has been copied from OFM as a starting point for you to
begin editing for the new budget request. You have also assured that your agency's first

time BDS users will go to the defined budget period and version by default.



Lesson 1, Task 2 — Review/Revise Agency Activity Descriptions including Performance
Measures

Other Budget Management Options / Agency Activity Description or Tools / Agency Activity Description

BDS looks for an official OFM version of activity descriptions based on the Budget Type and
Budget Source for a new version and copies these descriptions into the agency version for
use. This is an agency copy of the activity descriptions to be used as a starting point that can
be edited to align with the current budget request. In some cases OFM may have locked one
or more descriptive fields. Agency staff will need to contact their OFM analyst to request such
a field be unlocked in order to update in the BDS activity version.

1. Select Other Budget Management Options / Agency Activity Description from the BDS
menu to view agency activities. LI Note: The list of Activities can be sorted in any agency-
desired order and saved. This is the order that will be used in all on-line views and reports for
listing activities. The Fields Locked column indicates if OFM has locked any of the fields of
that activity’s description.

Activity Description Console - Activity Selection

File Edit “iew Toolz Reportz Help

Activity Selection

Select an Achvity from the list

Activity Fields Locked =]
A00T Accounting Services for Other Agencies T e
A002 Adminiztrative Activity
ADND3 Azsessment Payments on State Lands
A004 Budget Driver and Expenditure Forecastz, Besearch and Monitoring
A0S Central Financial Systems Development and Maintenance
ADDE Collective Bargaining
A007 Criminal History Federal Grant
A008 Governor's Budget Development
A009 Dffice of Regulatory Azsiztance
AN Perzonal Service and Client Service Contracts
A0 Population Estimates, Forecasts and Census Data
AD12 Rizk Management
4] | o[ ]

17 Aevailable Activities

Dizplay Order

.

R A A AR A A s

Agency: 105 Budget Penod: 200507 Yerzion: 05 Package Program:  Budget Lewvel ALL 50141

2. Select File / Change Version/DP Filter.
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. Decision Package Filter Screen

Decision Package Filter Critena
Enter the information belom that will define the filker criteria,

Budget Perind: YYersion:

IEDDE-D? 'l

FPackage Program: Budget Level:

I- Agency Lewvel - j IAII j

[~ Wiew Locked Decizion Packages Only

ak. | Reset | Cancel |

3. Select the appropriate Budget Period from the dropdown list box.
2005-07

4. Select the appropriate Version from the dropdown list box.
<Your initials> - <Y our name> Practice

5. Leave Package Program on the default of Agency Level.

6. Leave Budget Level on the default of All.

7. Keep the View Locked Decision Packages Only unchecked.

8. Click OK.

9. Verify the version number in the status bar.

10. Double click on the first Activity to open the Activity Detail for the activity. L4 Note: The
initial activity description for this version was copied from the “official”OFM activity

inventory to the BDS version when the BDS version was created.
A001
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Activity Dezcription Console - Activity Detail - Activity: ADD1

File Edit “iew Toolz Reportz Help

Activity Dt I Activity Besults I

Code Activity Title i
A001 IAccounting Services for Other Agencies
Lictivity Description i Primarny Statewide Fesult Area ]
OFM provides comprehensive, cost-effective accounting, =l IImpmve the ability of State Govemnment to achieve its results effj
budgeting, and payroll services to small agencies. Small
Agency Client Services [S4C5) serves as the fiscal officer, Additional Statewide Besult Aeas [ Selected ltems Only
financial advisor, budget officer, and service coordinator to = =
these agencies. SACS saves the state money by consolidating Supported Title r
the budget, payroll, and accounting zervices of zmall agencies. = Improve student achievement in elementary, middl...
= |mprove the quality and productivity of our workfor. .
= |mprove the value of a state college or university ...
= Improve the health of Y azhington citizens
- = Improve the security of Washington®s wulherable c..
= |mprove the economic vikality of bugineszes: and in...
1 rmmaane, detemins, arrliin ol meamls. anaeh. .
4 L4
Programs Affected [e.g.. 070, 020, 030
{040, 050
|Agenc_l,l: 105 Budget Perind: 2005-07 Yersion: TR Package Progran:  Budget Level: ALL | | 50153

11. Review the Activity Title and Activity Description of the Activity Detail. £ Note: The
Title and Description are locked. This lock comes from the OF M official version indicating
that OFM is satisfied with the title and description as exists. If changes are needed, contact
your budget analyst and ask that the lock be removed.

12. Verify the Primary Statewide Result Area is the most appropriate result area for this activity.
Improve the ability of State Government to achieve its results efficiently and effectively.

13. Review the list Additional Statewide Result Areas list for other result areas that possibly are
supported by the activity.
No other result areas supported, do not check

14. Check the Selected Items Only box to hide Statewide Result areas not supported by this
activity.

15. Update the Programs Affected to indicate all programs that are impacted by the activity. £
Note: Program entry should be limited to program codes separated by commas. The program
title should not be included in this field.

040
050
16. Select File / Save Changes to save Activity Detail Changes.

17. Click the Activity Results tab to review results.

-12 -



Activity Description Console - Activity Detail - Activity: ADD1T

File Edit “iew Toolz Reportz Help

Activity Detaill  Activity Results |

Related Performance Measures [ Selected ltems Only
Supported Performance Measure =
= 1010 Fastrack Reports —
= 1020 Trawvel Voucher System Vouchers
= 8010 Hands-off Payments
= 8020 Electronic Payments

] of]

Expected Results

Clients who utlize Small Agency Client Services for accounting and budget functions help the state to realize a dollar and FTE |
zavingz. These agencies are alzo able to focus better an achieving their mission and goals by using Small Agency Client Services for
these administrative funchions,

=l
|.~'-\genu:y: 105 Budget Period: 2005-07 “erzsion: TR Package Program:  Budget Level: ALL | | 50153

18. Review the Expected Results text. £ Note: The Expected Results text is locked. This lock
comes from the OFM official version indicating that OF M is satisfied with the title and
description as exists. If changes are needed, contact your budget analyst and ask that the lock
be removed.

Clients who utilize Small Agency Client Services for accounting and budget functions help the
state to realize a dollar and FTE savings. These agencies are also able to focus better on
achieving their mission and goals by using Small Agency Client Services for these
administrative functions.

19. Select File / Save Changes from the BDS menu bar.
20. Select View / Performance Measure Selection to view a list of performance measures for

your agency. L4 Note: The Fields Locked column indicates if OFM has locked any of the
fields of that performance measure’s description.

Performance Measure Selection
File Edit ‘“igw

Perfarmance Measure Selection

Select a Perfformance Measure from the list

Performance Measure Fields Locked =
1010 Faztrack Reparts H —
1020 Travel Woucher System Youchers M
8010 Hands-off Payments i
8020 Electronic Fayments M

o of]

| Select a Performance Measure fram the list
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21. Select Edit / Add Performance Measure. L4 Note: Agencies must have at least one
performance measure or a statement of expected results for each activity. Agencies are not
required to have both Expected Results text and a related performance measure for each
activity, though many may find that this combination provides the best picture of the activity’s
contribution to results. Activities may be linked to more than one performance measure.

Performance Measure Detail/Amounts %]
File Edit ‘“iew

Ferfarmance Measure Detail | Performance Measure Amounts I

Code Short Title [Mon-Publizhed) Type
IF'M m INumher of referralz by SACS clients Outcome j
Statement of Measure [Published) Footnotes [Fublished)]
The number of referralz by Small Agency Client Service =] Includes referrals that did nat result in new clients] =l
[SACS] agencies each vear,
a
Other Motes [Mon-Publizhed)
=
I -

‘ Enter Detail for the Mew Performance Measure

22. Enter Performance Measure Detail as appropriate. £4 Note: Code, short title, type, and
statement of measure are required fields.
e Code — See exercise slip
e Short Title — Number of referrals by SACS clients
e Statement of Measure — The number of referrals by Small Agency Client Service
(SACS) agencies each year.
e Type — Outcome
e Footnotes (Published) — Includes referrals that did not result in new clients.
e Other Notes (Non-Published) - <blank>

23. Go to Performance Measure Amounts.

Performance Measure Detail/Amounts - PM PMO1 %]
File Edit ‘“iew

Performance Meazure Detail  Performance keasure Amounts |

The number of referralz by Small Agency Client Service [SACS) agencies each year.

Lrit Amauntz OFM Azzumes
|Numbe, -] Fiscal vear 1 FiscalVear2 | | F1 | Frz |
Prior Biennium 0.00 Q.00 PE |A&ctual Actual
Current Biennium 0.an Qoo CB |Actual E stimate
Enzuing Biennium 0.oo 0.oo EEB |Proposed Proposed

The entry grid allows only numeric characters with up to two decimal places.
When recording percentages enter 90 to represent 905,

‘ E dit Performance Meazure Detail

24. Use the dropdown box to select Number for the Unit.

25. Select File / Save Changes to save the new performance measure.
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26. Select File / Exit Performance Measures to return to the Activity Results screen.

27. Click the checkbox in the Supported column for the newly added performance measure.
See exercise slip

Activity Description Console - Activity Detail - Activity: ADD1

File Edt “iew Toolz FReportz Help

Ltivity Detail - Activity Fesults

Related Perfarmance Meazures [ Selected [tems Only

-

Supported Performance Measure
1010 Faztrack Feports o)
1020 Travel Voucher Spztern Vouchers
8010 Handz-off Payments

8020 Electronic Payments

PO Mumber of referrals by SACS clents

A | L3

Espected Results

Clients who utilize Small Agency Client Services for accounting and budget functions help the state to realize a dollar and FTE =]
zavings. These agencies are alzo able to focus better on achieving their miszing and goals by using Small Agency Client Services for
these administrative functions.

=
Aagency: 105 Budget Penod; 200507 Yersion: TR Package Frogram:  Budget Level; ALL a.0153

28. Select File / Save Changes.
29. Select View / Activity Selection to return to the list of activities.

30. Select Edit / Add Activity to enter a new activity.

Activity Description Consgole - Activity Detail

File Edit ‘“iew Toolz FReportz Help

Activity Detal ] Achivity Fesults

Code Activity Title
ACOT |Statewide Syztems Training
Activity Descrption Frimary Statewide Besult Area

Provide training on budget and accounting systems used by =] |Im|:urcw'e the ability of State Government to achieve itz results effj
agency customers

Additional Statewide Rezult Areas [ Selected ltems Only

s

Supported Title domi
Improve student achievement in elementan, middl... =
Improve the qualty and productivty of our workfor...
Improve the walue of a state college or university
Improve the health of Washington citizens

- Improve the secunty of *Washington’s vulnerable ...

Improve the economic vitality of buzinesses and in...

- s, el el of. momeln. anadk, i >|;
Frograms Affected [e.q., 010, 020, 020]
[11d
Agency: 105 Budaget Period: 200507 Yerzsion: TR Package Program:  Budget Level: ALL 50153
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31. Complete the activity information as appropriate and Save changes:

e Code - See exercise slip

e Activity Title — Statewide Systems Training

e Activity Description — Provide training on budget and accounting systems used by agency
customers

e Primary Statewide Result Area — Improve the ability of State Government to achieve its
results efficiently and effectively

e Additional Statewide Result Areas — <none>

e Programs Affected — 110

32. Select the Activity Results tab.

Activity Description Console - Activity Detail

File Edit “iew Toolz Feportz Help

Ativity Detail - Activity Fesults |

Related Perfarmance Measures [ Selected Iterns Only
Supported FPerformance Measure =
gl 1010 Fastrack Repartz —
il 1020 TravelYoucher System Vouchers
Ey 8010 Handz-off Payments
! 8020 Electronic Payments
il P01 Mumnber of referals by SACS clients

| o

Expected Fesults

Statewide Syztems training should improve the ability of agency financial staff to uze OFM statevade financial systems efficiently and =l
effectively in support of their financial management rezponzibilities.

=l
|r1‘n.gency: 105 Budget Feriod: 2005-07 “ersion: TR Package Frogram:  Budget Level: ALL | | 5.0.153

33. Enter appropriate Expected Results to describe the activity and Save changes.
Statewide Systems training should improve the ability of agency financial staff to use OFM
statewide financial systems efficiently and effectively in support of their financial management
responsibilities.

34. Select View / Activity Selection to view the list of activities.

35. Double click to open the next activity requiring change.
A005

36. Go to the Activity Results tab.
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37. Click the checkbox to mark the appropriate performance measures as supported and Save
changes.
e 1010 — Fastrack Reports
e 1020 — Travel Voucher System Vouchers
e 8010 — Hands off payments
e 8020 — Electronic Payment

38. Review the remaining activities and edit or add as necessary and Save changes.
Assume no further changes needed for training. Please feel free to experiment with Activities
and Performance Measures if you get done early in class.

: Results

: The effect of these steps is you have updated your activity descriptions and performance :
: measures so that these items are available during your budget development. You can come :
: back to the Activity and Performance Measure descriptions at any time to make further

edits as needed.
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LESSON 2 - BUILD YOUR BUDGET BASE
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Lesson 2, Task 1 — Create the Budget Base
Load my agency budget base (AFRS Extract) or Tools / AFRS Extract

The first step to developing your agency's budget base is to make a decision about the source of
data to be used for this base. Agencies have a choice: Use AFRS data which provides program
level information or Use Activity Budget Recast data which provides the current biennium data by
activity, but only includes program data for agencies appropriated by program. This example
provides the steps to complete an AFRS extract. The AFRS extract allows you to import AFRS
data, at any level, for allotments with or without expenditures. This step will walk you through the
process of getting internal allotments at the program level. Alternatively, a version has been
created in BDS that contains the Activity Budget Recast data as provided by the OFM budget
system. You may copy CB from this version. Current biennium decision packages will not be
released to OFM. OFM systems use the current biennium as determined by the OFM analyst
based on current appropriations.

Establishing your entire current biennium base, carry-forward adjustments, and maintenance level
decision package estimates by activity would remove the need to Recast Maintenance Level to
Activity, Lesson 4, Task 2.

Select Tools / AFRS Extract from the BDS Menu bar.

Budget Management Conszole - AFRS Extract

File Edit “iew Toolz Reportz Help

AFFS Extract |

Current Bienmiur: 2003-05 Month Ending: Decernber Fy-2004 [ Select 5 program ta extract
I- Agency Level - j
— Select a divizion to extract
— Select alevel of detail for extract I[nnne] j
= DEHE‘EVEI — Select only ane current biennium extract option;
Lot € Dfficial estimates for the entire bignnium,
Sut.uFfmgram L % Official pluzs adjusted estimates far the entire bisnnium.
Activity - ¢~ Actuals through the clased marith and official estimates for
Subdictivity 55 the rest of the biennium.
A 5 ¢~ Actuals through the closed month and official plus adjusted
— estimates for the rest of the biennium.
Sl = Select rscord type options: [All may be selactad]
— Select record type options: [All may be selects
grath 4 [+ Expenditures by Fund W FTE
B_C“Dn o [¥ Expenditures by Object v Revenue [Program Lesel Only)
Llnit i
CostCenter i - Create CB Decizsion Package | Rezet |
|Agency: 105 | | 50141

Select File / Change Version/DP Filter from the BDS menu bar.
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10.

11.

12.

13.

14.

i, Decizion Package Filter Screen

Decision Package Filter Critena
Enter the information below that will define the filker criteria,

Budget Period: Wersion:

[200507 =] |TR-BASS Trainer =l
Fackage Program: Budget Level:
I- Agency Lewvel - j IAII d

™ “iew Locked Decision Packages Only

Ok | Reset | Cancel |

Select the appropriate Budget Period from the drop down list box.
2005-07

Select the appropriate Version from the drop down list box.
<Your initials> - <Y our name> Practice

Leave Package Program on the default of Agency Level.
Leave Budget Level on the default of All.
Keep the View Locked Decision Packages Only unchecked.

Click OK. L4 Note: Setting the filter assures that data from the correct biennium is extracted
from AFRS.

Verify that the Current Biennium label reflects the correct biennium. £4J Note: AFRS Extract
data is refreshed after the close of each fiscal month. The Current Biennium information line

indicates the last closed month reflected in the extract.
2003-05

Under Select a program to extract make sure the option showing is —Agency Level-- . £
Note: Limiting the program here will result in a limited AFRS extract and a Package Program
decision package. This option is discussed further in the BDS: Advanced Lessons class and
tutorial.

Under Select a division to extract make sure the option selected is All (or None if the agency
does not use division in their AFRS coding).

Select the second option Official plus adjusted estimates for the entire biennium under Select
only one biennium extract option.

Under Select record type options select all Expenditures by Fund, Expenditures by Object,
FTE, and Revenue (Program Level Only).

On the left hand side under Select a level of detail for extract click the gray box next to
Program.
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Scroll to the bottom of the list on the left and check the gray box next to Object. L4 Note:
Optionally, agencies may choose to extract by sub object or sub sub object. As a general rule of
thumb, extract at the level allotments are developed at. More explanation on object can be found

16.

17.

18.

19.

20.

21.

in Lesson 3, Task I, page 36.
Click the Create CB Decision Package button.

New Decision Package

: —%iew Decizsion Package Codes
gl Fieniot] |2DDE-DT j = Used for this Yersion
= . . :
Version IEB - Current Biennium Extract F'lacj Auailable for this Yersion
T 2l
T,
Budget Level ICE - Current Bienniurm j i
— Decision Package Code Eﬁ - Cumrent Biennium —
CB 01 EII'I " Current Biennium Base
* indicates reuzable codes
Fackaage Program If—'«gency Lewel j
Package Title ICunent Biennium B aze

Package Long Title  [AFRS extract for internal allotments at the program and object =

level =l

[v Dpen thiz decizion package after Save. Decision packange filter will be modified.

Extract and Save Cancel

Select the appropriate Version from the dropdown list box.
CB — Current Biennium Extract Practice

Select an available decision package code from the list under View Decision Package Codes.
L1 Note: Numeric-Numeric decision package codes (e.g., 12) are recommended for current
biennium and carry-forward level decision package codes. L Note: Shortcut — Press the 1"
character of the code you wish to use and repeat pressing to scroll through those options.

See exercise slip

Enter "Current Biennium Base'' in the Package Title field.

Enter "AFRS extract for internal allotments at the program and object level" for the
Package Long Title. £J Note: The package long title is optional. This title will print on
internal reports only and will not be sent to OFM. Enter a long title describing the type of
extract run recommended for AFRS Extract decision packages, as there is no other method to
view the original options selected.

Click the check box Open this decision package after save. Decision package filter will be
modified. LU Note: Clicking this box will open the decision package directly when saved.
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22.  Click the Extract and Save button and say Yes on the confirm box, then OK when saved. £4
Note: Since you have checked to open after save, the decision package will automatically open
to the Expenditure/Staffing Detail Amounts tab set since narrative is not required for the current
biennium budget level.

: You have now extracted AFRS data to create a current biennium base decision package.
: You will review and edit the base as necessary in the next task.
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Lesson 2, Task 2 — Revise Extract to Reflect Base

Update Decision Packages or View / List Edit Decision Packages by ID then Edit / Expenditure Detail
Amounts

The AFRS extract will import all allotments regardless of appropriation or fund. This step is to
revise the extract to correct for funds that should not be included or where the fund totals
should be rolled into another fund for an accurate current biennium base.

Decision Package Console - Expenditure/Staffing Detail Amounts - CB-01 Current Biennium Basze

File Edit “iew Toolz FReportz Help
Fund Detail | Objects of Expenditure Detaill FTE Detaill Affected F'mgrams:'f-\ctivitie&l Expenditure Motes I
il Fund AT Title TotalFY2004 | TolalFY2005  O10FY 2004 | O10FY 2005 | 020FY 2004 | 0207
001-1 General Fund - State 12.711.000 12.609.000 1,180,173 1,189,802 2930529 ;
001-2  General Fund - Federal 11.779.000 11.765.000 i 0 0
Total Fund 001 24 486.000 24, 374.000 1.180.173 1.189.802 2.930.,529 2.
03k-6  Industial Insurance - Man App 23.493 23.492 23493 23492 1]
Total Fund D3K 23.493 23.492 23.493 23.492 0
181-1 Wiolence Reduction - State 119.000 123.000 1] 1] 1]
Total Fund 181 119.000 123.000 1] 0 0
277-6  State Agency Parking - Won A 14000 14 000 14,000 14,000 1]
Total Fund 277 14,000 14,000 14,000 14,000 1]
4196 [ata Processing Rev - Nondy 10,017,000 10,016,000 0 i i
Total Fund 419 10.017.0000 10,016,000 1] 0 1]
4366 OFM Labor Relations - Mondy 1 466,912 1.566.126 il 1] 0
Total Fund 436 1.466.912 1.566.126 ] 1] 1]
4831 Auditing Sery Fewl - State 1] 25.000 0 i i
Tntal Fund 4787 n 25 Nnn n n n hah
T G o
|Agenc_l,l: 105 Budget Period; 2005-07 “ersion: CB Package Frogram:  Decision Package: CB-01 | 5.0.153

Take a few moments to review this screen. Note that each set of columns represents the data for
one program of the agency. You can right click on a column heading and select View Column
Details to confirm the coding behind the column. Each row represents a fund/appropriation type
combination. Much further detail on these screens is presented in the BDS: Advanced Lessons
tutorial and class as well as the BDS System Manual, however the information provided in this
tutorial and class should be sufficient for most users.

Select File / Print Worksheet from the BDS menu bar.
Skip this step in training

Review the printed worksheet to determine what funds, by program, need to be adjusted based on
the budget instructions.
Skip this step in training

Select View / Freeze Key Columns from the BDS menu bar.
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LI Note: There are a number of funds that may need to be adjusted in the base for various
reasons. For example, Fund 290 — Savings Incentive Account is a one time only allocation.
These dollars should not be included in the base.

Appropriation types 3 and 9 are reserved for unanticipated receipts. There should be no
"unanticipated" receipts in budget.

The OFM Budget Instructions has a complete list of rules regarding valid funds and
appropriation types.

5. Determine how to split and allocate any dollars that were included in the extract in funds or
appropriation types invalid for budgeting.

6.  Enter the new fund/appropriation type total for each valid fund/appropriation type by overwriting
the current display on the worksheet.
Add amount from Fund/AT type 001-9 to Fund/AT 001-2 in program 200
Enter 0 for amounts in fund 290-1

7. Put your cursor on the row of an invalid fund/appropriation type and then select Edit / Delete
Worksheet Row.
Delete rows for:
001-9
290-1

8. Click on the Objects of Expenditure Detail tab.

Decision Package Console - Expenditure/Staffing Detail Amounts - CB-01 Current Biennium B ase

Fie Edit “iew Tools Reportz Help
Fund Detal  Objects of Expenditure D etail | FTE Detaill Affected Programs;‘.&ctivitie&l Expenditure Nntesl
s Dbiect Title o, | e | moFveons | oofveons | CEC | TEREY S
Total Object G 284,736 259300 g.000 8.000 13.800 13.800
J Capital Outlays 975%.621 707986 252812 252,810 3.480 3.480
Total Object J 975,621 707,986 252,812 252,810 3,480 3,480
M Grantz, Benftz Serve 9.505,38910,098, 500 0 0 0 il
Total Object M 9,505,389 10,098,500 1] 1] 1] 0
5 Interagency Reimburs -3.204.287 -3.220.640 -B0,650 -B0,6R0 1] 0
Total Object S -3.204 287 -3.220.640 -60_650 -60.650 1] 0
T Intra-Agency Beimbur 0 0 0 0 0 I]
Total Object T 1] 1] 1] 0 1] 0
<-- Enter Objects Here
Total 16,512,209 16,556,822 1.217.666 1.227.294 2930529 2967342
Biennial Total 32,069,031 2.444 960 5.897 871
Fund Totals 16,512,209 16,556,822 1.217.666 1.227.294 2930529 2967342
Difference Total 0 0 0 0 0 0_|
| 5
|.f1‘-.gency: 105 Budget Period: 2006-07 “ersion: CB Package Program:  Decizion Package: CB-01 | | B 0153

9.  Select View / Balance Funds to Objects to see if there is a difference between the object and
fund totals.
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10.

11.

12.

13.

14.

15.

Type new estimates into each appropriate object and program to balance funds and object as
displayed in the last two rows of the screen picture.
Reduce Object E by $228,599 each year in Program 010

Select the FTE Detail tab.

Decision Package Conszole - Expenditure/5taffing Detail Amounts - CB-01 Current Biennium Base

File Edit “iew Toolz Repartz Help

Fund Detail I Objects of Expenditure Detail  FTE Detail I Affected Programz/Activities I E xpenditure Motes I

Fund AT Fund AT Title Total FY2004 | TotalFY2005 O10FY 2004 | O10FY 2005 | 020FY 2004 | 020FY]
oo General Fund - State 171.3 171.3 a2 a2z 5
001-2 General Fund - Federal 9.0 9.0 no 0.0 0.0
Total Fund 001 180.3 180.3 8.2 8.2 345
4196 Data Procezsing Fey - Mon &y 658 658 na 0.0 0.0
Total Fund 419 65.8 65.8 0.0 0.0 0.0
436-6 OFk Labor Relations - Man Af 115 115 0o 0.0 U]
Total Fund 436 115 115 0.0 0.0 0.0
B46-6  Rizk Mgmt Admin Acct - Maon ¢ 18.2 18.2 0o no 0o
Total Fund 546 18.2 18.2 0.0 0.0 0.0
|<-- Enter Fund Here
Total 275.8 275.8 8.2 8.2 345
Annual Average 275.8 8.2
4 _I L4
|r-‘«genc_l,l: 105 Budget Period: 2005-07 “Wersion: CB Package Program: Decizion Package: CB-01 | | R 0153

Review and adjust FTE totals by program as necessary. L4 Note: FTEs are not required by
OFM at the fund level. It is okay to group all FTEs into fund 996-Z (except transportation fund
FTEs). However, agencies may choose to break FTEs out by the funds that salaries are paid
from for a more accurate analysis.

No change

If a new fund is needed, type the four-digit fund/appropriation type code without a dash in the
cell to the left of € Enter Fund Here. LLJ Note: The right-click option to bring up a selection
box would also work.

Skip this step in training

When the tabs have all been reviewed and adjusted, select File / Save Current Tab Set from the
BDS menu bar.

Select Reports / OFM Reports / Agency Budget Levels by Program to verify the Current
Biennium totals by fund / appropriation type and program. Click No when asked if you want it
formatted for Word.

3 Budget Development System - Reports -- Web Page Dialog
5 & & T= 100 - 1 o1+ [ 4

Preview ]

State of Washingion
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16. Click the printer icon to print the report and verify program totals for the current biennium.
Skip this step in training, you can view the results on-line

17. Click the Return button to return to the FTE Detail screen.

18. Select Edit / Revenue Detail Amounts from the BDS menu bar.

Decizsion Package Console - Revenue Detail Amounts - CB-01 Current Biennium Base

Fil= | Edit “iew Toolz Reporttz Help

Revenue Filter l Revenue Detail ] Affected Programs ] Revenus Haotes

Rewvenue Search Crtena

Fund &l =
Source |.f1‘n.|| j

Agency: 105 Budget Period: 2005-07 Yerzsion: TR Package Program:  Decizion Package: CB-01 50153

19. Select All for Fund and Source.

20. Click the Apply button on the Revenue Filter page.

Decizion Package Console - Revenue Detail Amounts - CB-01 Current Biennium Basze

File | Edit “iew Toolz: Repots Help

Fevenue Filter  Revenue Detail | Affected Programs | Revenus Motes

Fund: &l Source: Al
FundCode | Fund Tl | 2% |SouceTile (030, | it | Voo~ | vt | Eeaar
001 General Func 0316 Dept of Justic 1,036,855 1,039,496 1] 1] 1]
001 General Func 0320 Dept of Tran: 600,000 ] 0 1] G00.000
i1} General Fune 0383 FERA 423543 418543 i i i
(i1} General Fune 0393 Health & Hun 375,000 375,000 i i 375,000
001 General Func 0394 Corp for Mat 1 9,314 602 9.931.961 1] 1] 1]
001 General Func 0546 Federal Reve 25.000 1] Il Il Il
Total Fund 11,775,000 11,765 000 ] ] 975,000
277 State Agency, 0402 |ncome Fram 16.800 16800 16,800 16,800 Il
Total Fund 16,800 16800 16800 16800 ]
419 Data Proces: 0420 Charges for 910,261,803 9,930,207 0 0 0
Total Fund 10,261,803 9,930, 207 1]
436 OFM Labor F 0420 Charges for € 1,524,000 1,524,000 1] 1] ]
Total Fund 1,524,000 1,524,000 1] 1] 1] -
7 S o e 2 2 ‘|
Agency: 105 Budget Period: 2005-07 Yersion: TR Package Program:  Decision Package: CB-01 50153
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21. Review and adjust the Revenue Detail amounts as necessary.
Assume no adjustment needed in training

22. Select File / Save Current Tab Set from the BDS menu bar to save changes.
23. Select File / Exit to BDS Menu from the BDS menu bar to return to the BDS menu.
: Results

You have adjusted the AFRS Extract decision package to reflect your agency's actual base,
: or current biennium appropriations. You can now begin to add the incremental layers of

: your budget.
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Lesson 2, Task 3 — Copy CB from OFM WinSum Copy
Update decision packages or View /List Decision Packages by ID

The AFRS extract provides information at the program level. Optionally, this extract can be run for
any level used in the AFRS system. However, it is not possible to extract data from AFRS by
activity.

Agencies recently provided OFM with a recast of the first year supplemental budget by activity.
This information was entered into OFM’s WinSum system at the appropriated level. This data has
been made available to agencies via a load of WinSum data into BDS version CF. Since the
WinSum load is only available at the appropriated level for an agency, it may not provide program
level data required for the Budget Levels by Program report required for budget submittal. The
exception is those agencies appropriated by program. These agencies can take full advantage of
having the current biennium base available by activity and program by copying from the BDS
version CF as demonstrated in this exercise. Other agencies may find advantages in using version
CF for reporting, viewing the current biennium by activity, or simply having a WinSum like
reference available within their own system.

Agencies that plan on doing a Maintenance Level Recast by Activity may find it is easier to use the
AFRS for the budget development, but refer to version CF for a starting point for the recast
exercise.

1. Select Update decision packages from the BDS menu.

2. Select File / Change Version/DP Filter from the BDS menu bar.

., Decizion Package Filter Screen

Decizion Package Filter Criteria
Enter the information below that will define the filker criteria.

Budget Period: Wersion:

|2I:II35-DF" 'l CF - Carmyforward Lewvel fram "WinSum
Package Program: Budget Lewvel:
f = [ =

[ Wiew Locked Decizion Packages Only

Q. | Reset | Cancel |

3. Make selection to view the version loaded from WinSum.
2005-07
CF — Carryforward Level from WinSum
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File Edit %“iew Toolz FReportz Help

Budget Summary Console - List Decizion Packages by ID

Ligt Decizion Packages by 1D |

Package | Decizion ! Agency | Program
Froaram | Package s Pricrity Pricrity e -
1 CE-00 Current Bienniunm 0 Diraft ]
2 CL-7a Bienrialization of Field Office x 1] Dratt 1
3 CL-7B Remove one-time software funding 0 Diraft i
4 CL-7C SBEI99 I Diraft i
1] | r
Sot | SetFihertoal |
|Agenc_l,l: 105 Budget Perind: 2005-07 Version: CF Package Program: ALL Budget Lewel ALL | | RO153

Click once to highlight the Current Biennium decision package.
CB-00

Select File / Save As from the BDS menu bar.

. S5ave Decizion Package |

Hew Decizsion Package
Enter the information below that will define the decizion packaage that the data will be

saved to.
—%iew Decizion Package Codes
Budgat Period I2DDE_D? j " Wsed for this Yersion
Versian ITH "BASS Trainer j % Ayailable for this Yersion
Budget Level IEB - Current Biennium j

—Decigion Package Code

CB 00 =

* indicates reuzable codes

FPackage Program I.-’-'«gency Lewvel j
Package Title IEunent Biennium
Package Long Title | Cyrent Biennium |
=l
[ i0pen this decision package after Save. Decision package filter will be modified.;
¥ Include Data [ Include Text [~ Reverze Signs
Save Cahcel
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6. Select options to copy (add) this decision package to the version you are working in.
e Budget Period 2005-07

Version - <Your Initials> -<Your Name> Practice

Budget Level — CB

Decision Package Code — 00

Package Title — Current Biennium

7. Select the options to Include Data and Open decision package after save.
8. Click Save and say Yes on the confirm box, then OK when saved.

9. Review the resulting decision package and select File / Exit to BDS Menu when done.

Results

You now have WinSum data in your BDS version. If you are appropriated by program, then
your version is in good shape to meet the different program and activity budgeting
requirements. If your agency is not appropriated by program, this version does not have
the current biennium by program so the Budget Levels by Program report will not be
correct. You can either recast by program at the conclusion of budget development and
submit a report that was generated by some means other than BDS, replace this activity
view of CB with the program view created by the AFRS extract, or delete this view and
hand enter a CB decision package that reflects program and activity combinations and
estimates for the budget.
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LESSON 3 — CREATE YOUR CARRY-FORWARD LEVEL

-31 -



1.

Lesson 3, Task 1 — Carry-forward Decision Package for Bow-Wave
Add decision package to my base from the BDS Menu or File / Add a decision package

The carry-forward level is a reference point created by calculating the biennialized cost of
decisions already recognized in appropriations by the Legislature. Carry-forward decision
packages are the first incremental layer added to the current biennium base. OFM calculates
the carry-forward level for each agency and provides agencies with a worksheet indicating the
amount by fund that will be placed in budget submittals. OFM budget analysts will be
discussing these calculations with agencies as soon as possible after the Governor signs the
2002 Supplemental Budget.

The OFM calculation starts with the current biennium expenditure authority as represented by
current appropriations, compensation allocations, and nonappropriated fund amounts in the
budget. Governor's Emergency Fund allocations and some other allocations such as the
Technology Pool are considered nonrecurring costs and are not typically added to the base.
Adjustments are then made for biennialization of legislatively-directed workload and service
changes, and for deletion of costs that the Legislature considered nonrecurring. These ensuing
biennium revisions generally match legislative assumptions of "bowwave." See the budget
instructions for a more detailed description.

Carry-forward decision packages prepared in BDS will not be released to OFM; OFM will use
its calculated carry-forward level as the base data. However, OFM and Legislative staff do use
the Recommendation Summary reports provided by the agency in its budget submittal--these
reports must show the OFM approved carry-forward level or OFM will ask agencies to resubmit
correct reports. Agencies will not be allowed to release BDS version when the version carry-
forward total does not match the official OFM carry-forward level total. The step described
below allows users to record their carry-forward adjustments in BDS to ensure that BDS
reports run by the agency reflect the OFM carry-forward level.

Alternatively, a version with the official OFM carry-forward level steps has been (or will be)
loaded into BDS. These steps are at the agency-appropriated level and will not contain
program breakouts for those agencies appropriated at the agency level. You may copy these
decision packages into your working versions and adjust as necessary.

Establishing your entire current biennium base, carry-forward adjustments, and maintenance
level decision package estimates by activity would remove the need to Recast Maintenance
Level to Activity, Lesson 4, Task 2.

Select Add decision package to my base from the BDS menu.
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. Add Hew Decision Package |

MNew Decision Package
Enter the information below that will define the new decision package.

. —%iew Decizion Package Codes
Bzl Pietla I2DDS'D? j = Used for this Yersion
= . . :
Version ITH “RASE Tramer j Awailable for thiz Version
& =]
07
Budget Lewvel IEL - Carry Fonward Level j 0a
— Decizion Package Code .IDS —
CL 11 * indicates reuzable codes
Package Frogram IAgenc_l.J Lewvel j
Package Title IBienniaIizatiDn of Field Dffice ¥
Fackage Long Title =1
=
[¥ Open this decizsion package after Save. Decision package filter will be modified.
Save Cahcel

Select the appropriate Budget Period from the dropdown list box.
2005-07

Select the appropriate Version from the dropdown list box.
<Your initials> - <Y our name> Practice

Select CL — Carry-forward Level from the Budget Level dropdown list box.

Select an available decision package code from the list under View Decision Package Codes. L/
Note: Numeric-Numeric decision package codes (e.g., 12) are recommended for current
biennium and carry-forward level decision package codes. If you know what code OFM used in
their internal systems, use this number.

See exercise slip

Leave the Package Program drop down box at the default of Agency Level. £ Note: Agency
level means it can contain any agency program. Use of a specific package program is an
advanced feature that is not discussed further in this tutorial. The use of package program is
only recommended in rare cases, such as DSHS budget building.

Type in an appropriate Package Title for the carry-forward level adjustment this decision
package represents.
Biennialization of Field Office X

Leave the Package Long Title blank. £ Note: The Package Title will be used in its place on
internal reports when left blank.

Click to check the Open this decision package after Save. Decision package filter will be
modified. £ Note: Clicking this box will open the decision package directly when saved and
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10.

11.

12.

13.

14.

15.

also change your BDS defaults to reflect the budget period, version, and budget level you have
selected here.

Click the Save button and select Yes and OK on the following two messages. L4 Note: Since
you have checked to open after save, the decision package will automatically open. It opens to

the Fund Detail screen, as narrative is not required for this budget level.

Click on the Affected Programs/Activities tab after the new screen opens.

Decizion Package Conszole - Expenditure/Staffing Detail Amounts - CL-11 Biennialization of Field Office X

File Edt “iew Tools Reportz Help

Fund Detaill Objects of Expenditure D etail I FTE Detal Affected ProgramsActivities | Expenditure Naotes I

Additions or removals of Affected ProgramsAdctivities in this windomw affect the expenditure
detail wark sheets only.

Programs/activities [including Agency Level] can be added to or removed from the Affected
Frograms/activities list.

Available Programs Available Activities Affected ProgramsAbctivities
Agency Level =2
010 - Admiristration AN Accounting Services for Other 030 - Information Se
020 - Budget ADDZ2 Adminiztrative Activity

- Information Se ] A3 Azzeszment Pagments on Stat
040 - Accounting & Adminis AD0D4 Budget Driver and E xpenditure
050 - Statewide Accounting ADDS Central Financial Systems Dew P
0B0 - Statewide Policy ADDE Collective Bargaining |
070 - Forecasting ADOTF Criminal Higtory Federal Grant
080 - Management | AD08 Governor's Budget Developre
083 - Rizk Management - Al AD09 Office of Requlatory Azsistanc I |
030 - Lid AD10 Personal Service and Client 5
110 - Statewide Systems =] |&011 Population Estimates, Forecas |

Save | Cancel |
|f-‘«genc_l,l: 105 Budget Penod; 2005-07 Wersion: TR Package Program: Decizsion Package: CL-11 | | h.0153

Double click on Agency Level in Affected Programs/Activities list (the right hand side box) to
move it to Available Programs.

Click to select on the appropriate program in the Available Programs then click the blank option
in the Available Activities list and finally click the > to move the selected Program to Affected
Programs. Repeat for each program affected by this decision package. L4 Note: The Affected
Programs/Activities tab is the easiest way to create columns for desired programs in the
expenditure worksheets. This step is required if your agency is appropriated by program. This
step is recommended if your agency has more than one program. Skip this step if your agency
has only one program. Optionally, you may assign an activity as well. Dollars entered in
decision packages by activity do not need to be recast in Lesson 4, Step 2.

020

030

Click the Save button and Yes on 'okay to delete agency level’ column message box.

Click the Fund Detail tab. Note the column titles.
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Decision Package Console - Expenditure/Staffing Detail Amounts - CL-11 Biennialization of Field Dffice X

File Edit View Toolz Reportz Help

Fund D etail I Objects of Expenditure Detaill FTE Detail I Affected Programs Activiies I Expenditure Notesl

Fund AT ] Pragram 020 Program 020 Program 030 Proara
Cods Fund AT Title Total Y2006 | Total Fy2007 v 2006 v 2007 v 200 Fy 2
001-1 General Fund - State 30,000 80000 20,000 50,000 10,000
Total Fund 001 30.000 80.000 20,000 50.000 10.000 E
<-- Enter Fund Here
Total 30.000 80.000 20.000 50.000 10.000 E
Biennial Total 110,000 70,000 4
| v
|.f1‘-.genc_l,l: 105 Budget Penod: 2005-07 Yersion: TR Package Program:  Decision Package: CL-11 R 0153

16. Enter the appropriate fund/appropriation type combination in the cell to the left & Enter Fund
Here and hit the Tab key.
0011

17. Enter the fund estimates by program in the worksheet.

Program 020 Program 030
1% Fiscal Year 2™ Fiscal Year 1% Fiscal Year 2" Fiscal Year
001-1 GE-S 20,000 50,000 10,000 30,000

18. Click on the row for fund 996-Z then select Edit / Delete Worksheet Row from the BDS menu
bar.

LL A note about Fund 996-Z — this is a placeholder fund only. This fund may be used in the
interim for budget development, however any dollars must be allocated to real funds and 996-
Z be zero before agencies can release data to OFM. Since carry-forward decision packages
are not electronically released to OFM it is technically possible to use 996-Z, but it is not
recommended.

19. Select the Objects of Expenditure Detail tab.
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Decizsion Package Conzole - Expenditure/Staffing Detail Amounts - CL-11 Biennialization of Field Dffice X

File Edit Wiew Toolz FReportz Help
Fund Detal  Dbjects of Expenditure D etail | FTE Detaill Affected Pragramsf‘."—\ctivitiesl Expenditure Natesl
Object Obiect Title Tatal Tatal Program 020 | Program 020 Froaram Program
Code Fr' 2006 Fy2007 Fy' 2006 Fr' 2007 030 Fy' 030 Fy
B S alanies And Wages 24.000 50,000 16000 30,000 2.000 20,000
Total Dbject A 24,000 50,000 16,000 30,000 8,000 20,000
B Employee Benefits 6.000 30,000 4,000 20,000 2,000 10,000
Total Dbject B 6.000 30,000 4,000 20,000 2.000 10.000
I(—— Enter Objects Here
Total 30,000 80,000 20,000 50,000 10,000 30,000
Biennial Total 110,000 70,000 40,000
Fund Totals 30,000 80,000 20,000 50,000 10,000 30,000
Difference Total 0 0 0 0 0 1]
|.-’-'«genc:_l,l: 105 Budget Penod: 2005-07 “ersion: TR Fackage Program:  Decizsion Package: CL-11 h0153

20. Right click on the cell to the left of € Enter Objects Here.

Ur: Select Dbject Codes x|

Select a new Object, Sub Object and SubSub Object
code from the available optionz below.

Object
Sub Object  |No Sub Object Data -
SubSub Obi. |No Sub Sub Object Data -

] I Cahcel |

21. Select the appropriate Object from the dropdown list box.
A — Salaries And Wages

22. Leave the Sub Object and Sub Sub Object dropdown list boxes No Sub Object Data/No Sub
Sub Object Data. L4 Note: Sub objects and sub sub objects are contained in the dropdown lists
for agencies desiring to budget at a lower level of object.

23. Click OK.

L A note about objects — Objects are not required in BDS for your carry-forward level.
However, using objects in all steps of your budget development is recommended if you want
to be able to use BDS reports and data for additional and more complete analyses. The
level of object to enter data at will vary by agency. One option is to enter objects at the
same level you allot. This will assist you in developing your biennial allotment control
numbers once a budget is enacted.
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24. Key in an appropriate object in the cell to the left of € Enter Objects Here and hit the Tab key.
B

25. Select anywhere in the row for X — OFM Adjust To Agency then select Edit / Delete Worksheet
Row from the BDS menu bar. L4 Note: Object X is a placeholder only.

26. Enter your estimates by object and program into the worksheet.

Program 020 Program 030
1* Fiscal Year 2™ Fiscal Year 1* Fiscal Year 2" Fiscal Year
A — Salaries 16,000 30,000 8,000 20,000
B — Benefits 4,000 20,000 2,000 10,000

27. Select View / Balance Funds to Objects to verify that the objects entered balance with the funds
entered.

28. Click on the FTE Detail tab.

Decizion Package Conszole - Expenditure/Staffing Detail Amounts - CL-11 Biennialization of Field Office X
File Edit iew Toolz FReportz Help
Fund Detail I Objects of Expenditure Detail  FTE Detai | Affected Programs/Activities I E xpenditure Motes I
Fund 4T ! Program 020 | Program 020 | Program 030 | Progra
e Fund AT Title Total Y2006 | Total Fy2007 FY 200R By 907 £ 900E v
001-1 General Fund - State 09 1.8 ns 1.0 04
Total Fund 001 049 18 0.5 1.0 0.4
<-- Enter Fund Here
Total 09 18 0.5 1.0 0.4
Annual Average 1.4 0.8
4 _I *
|.-’-'l.genu:y: 105 Budget Period: 2005-07 “Wersion: TR Packaage Program:  Decizion Fackage: CL-11 | | B.0153

29. Enter the appropriate fund/appropriation type in the cell to the left of € Enter Fund Here and
hit the Tab key.
0011

30. Click anywhere on the row for fund 996-Z then select Edit / Delete Worksheet Row.

LL Note: Fund 996-Z is allowed for non-transportation FTEs as OFM does not budget FTEs by
fund. However, it is recommended that you enter FTEs by fund to provide for better analysis of BDS
reports and data.
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31. Enter the FTE estimates by fund and program in the worksheet.

Program 020 Program 030
1% Fiscal Year 2™ Fiscal Year 1* Fiscal Year 2" Fiscal Year
001-1 GE-S 5 1.0 4 .8

32. Select File / Save Current Tab Set from the BDS menu bar.

: Results

You have now added a decision package requesting funding to cover expenditures required
. to operate 24 months of a new field office as compared to the original 15 months it was

funded for in the current biennium budget.
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Lesson 3, Task 2 — Carry-forward Decision Package to Adjust for One-Time Funding
Add decision package to my base from the BDS Menu or File / Add a decision package

A second common type of carry-forward adjustment is the process of removing funding from
the base that was granted on a one-time basis only. For instance, if an agency receives
$1,000,000 to implement new purchased software, then this $1,000,000 is not needed in
subsequent biennia after implementation is complete. A carry-forward adjustment to remove
this amount from the base is needed.

1.  Select File / Add a decision package from the BDS menu bar.

. Add Hew Decision Package |

MNew Decision Package
Enter the information below that will define the new decision package.

. —%iew Decizion Package Codes
Bzl Pietla I2DDS'D? j = Used for this Yersion
= . . :
Version ITH “RASE Tramer j Awailable for thiz Version
16 =]
17
Budget Lewvel IEL - Carry Fonward Level j 1a
— Dieelion Pachams Cods 'Izg - Current Bienniumn B aze
CL 21 * indicates reuzable codes
Package Frogram IAgenc_l.J Lewvel j
Package Title IHemDVE one-time zoftware funding
Fackage Long Title =1
=
[¥ Open this decizsion package after Save. Decision package filter will be modified.
Save Cahcel

2. Select the appropriate Budget Period from the dropdown list box.
2005-07

3. Select the appropriate Version from the dropdown list box.
<Your initials> - <Y our name> Practice

4.  Select CL — Carry-forward Level from the Budget Level dropdown list box.

5. Select an available decision package code from the list under View Decision Package Codes. L1/
Note: Numeric-Numeric decision package codes (e.g., 12) are recommended for current
biennium and carry-forward level decision package codes. If you know what code OFM used in
their internal systems, use this number.

See exercise slip
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6. Leave the Package Program drop down box at the default of Agency Level. L4 Note: Agency
level means it can contain any agency program. Use of package program is an advanced feature
that is not discussed further in this tutorial. The use of package program is only recommended in
rare cases, such as DSHS budget building.

7. Type in an appropriate Package Title for the carry-forward level adjustment this decision
package represents.
Remove one-time software funding

8.  Leave the Package Long Title blank. £ Note: The Package Title will be used in its place on
internal reports when left blank.

9.  Click to check the Open this decision package after Save. Decision package filter will be
modified.

10. Click the Save button, then Yes to confirm, and OK when saved. £ZJ Note: Since you have
checked to open after save, the decision package will automatically open. It opens to the Fund

Detail screen, as narrative is not required for this budget level.

11.  Click on the Affected Programs/Activities tab when the new screen opens.

Decizion Package Console - Expenditure/Staffing Detaill Amounts - CL-21 Remove one-time software funding

File Edit “iew Toolz Reportz Help

Frind Detaill Objects of Expenditure Detaill FTE Detail Aftected Programsactivities | Expenditure Nutesl

Additiong or removals of Affected Programs/Activities in thiz window affect the expenditure
detail workzheets only,

Programasdctivities [including Agency Level] can be added to or removed fram the Affected
Frogramadd.ctivities list,

Auailable Programs Anailable Activities Affected Programz/dctivities
Agency Lewvel = 030 - Information 5
010 - Administration AN Accounting Services for Other
020 - Budget ADD2 Adminiztrative Activity

- Information ADDS Azzezsment Pavments on Stat
040 - Accounting & Adminis AN04 Budget Driver and Expenditure
050 - Statewide Accounting A0S Central Financial Spstems Dew i |
060 - Statewide Policy AN0E Collective Bargaining
070 - Forecasting ANO7 Criminal Higtor Federal Grant
080 - Management it ANDS Governor's Budget Developre
083 - Rizk Management - &l AN0T Office of Regulatory Assistanc L |
090 - Lid A0 Perzonal Service and Client S
110 - Statewide Syztems =] |a&011 Population E stimates, Forecas =]

Save | Cancel |
|Ager'u:y: 105 Budget Period: 2005-07 “erzion: TR Package Program:  Decizion Package: CL-21 | | B0153

12. Double click on Agency Level in Affected Programs/Activities list (the right hand side box) to
move it to Available Programs/Activities.
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13.

14.

15.

16.

17.

18.

19.

Click to select on the appropriate program in the Available Programs then click the blank option
in the Available Activities list and finally click the > to move the selected Program to Affected
Programs. Repeat for each program affected by this decision package. LU Note: The Affected
Programs tab is the easiest way to create columns for desired programs in the expenditure
worksheets. This step is required if your agency is appropriated by program. This step is
recommended if your agency has more then one program. Skip this step if your agency has only
one program. Optionally, you may assign an activity as well. Dollars entered in decision
packages by activity do not need to be recast in Lesson 4, Step 2.

030

Click the Save button and Yes on 'okay to delete agency level’ column message box.

Click the Fund Detail tab.

Decizion Package Console - Expenditure/Staffing Detail Amounts - CL-21 Remove one-time zoftware funding

File Edt “iew Toolz Reportz Help
Fund Detall | Objects of Expenditure Detail I FTE Detaill Affected Programs/dctivities I Expenditure Nu:ute&l
Fund AT p Proagramm 030 Program 030
Code Fund AT Title Total FY2006 | Total Fy2007 B 2006 v 2007
001-1 General Fund - State 0 -1,000.000 1] -1,000,000
Total Fund 001 0 -1,000,000 0 -1,000,000
<-- Enter Fund Here
Total 0 -1.000.000 0 -1.000 000
Biennial Total -1.000,000 -1.000.000
Agency: 105 Budget Period: 2005-07 “ersion: TR Package Program:  Decizion Package: CL-21 50153

Enter the appropriate fund/appropriation type combination in the cell to the left € Enter Fund
Here and hit the Tab key.
0011

Enter the fund estimates by program in the worksheet.

Program 030
1*' Fiscal Year 2™ Fiscal Year
001-1 GE-S 0 -1,000,000

Click on the row for fund 996-Z then select Edit / Delete Worksheet Row from the BDS menu
bar.

Select the Objects of Expenditure Detail tab.
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20.

21.

22.

23.

24.

25.

26.

27.

28.

Results

File Edit “iew Tools HReporttz Help

Fund Detail  Objects of Expenditure D etail | FTE Detaill Affected F'mgramsf".ﬂ‘«ctivitiesl E xpenditure Natesl

Object ] q Tatal Tatal Program 030 | Program 030
et Cleyjse Vil FY2006 | FY2007 | FY 2006 FY 2007

J Capital Outlaps 0 -1,000,000 0 -1,000,000
Total Object J 0 -1.000,000 0 -1.000.000
<-- Enter Objects Here

Total 0 -1.000,000 0 -1.000.000
Biennial Total -1.000.000 -1.000_000
Fund Taotals 0 -1.000,000 0 -1.000 000
Difference Total 0 0 0 0

|.-’-‘n.genc_l.J: 105 Budget Penod: 2005-07 Yersion: TR Package Frogram: Decizion Package: CL-21 50153

Right click on the cell to the left of € Enter Objects Here.

Select the appropriate Object from the dropdown list box.
J — Capital Outlays

Leave the Sub Object Data and Sub Sub Object Data dropdown list boxes No Object Data.
Hit OK.

Select any of the blue (non-modifiable) cells in the row for X — OFM Adjust To Agency then
select Edit / Delete Worksheet Row from the BDS menu bar.

Enter your estimates by object and program into the worksheet.
Program 030
1* Fiscal Year 2" Fiscal Year

J — Capital Outlays 0 -1,000,000

Select View / Balance Funds to Objects to verify that the objects entered balance with the funds
entered.

Select File / Save Current Tab Set from the BDS menu bar.

Select File / Exit to BDS Menu from the BDS menu bar.

: You have added a decision package that removes funding that was originally appropriated
for a one-time expenditure from the base.



Lesson 3, Task 3 — Verify Carry-forward Level to OFM
Update decision packages from the BDS Menu or View / List Decision Packages By ID

Users need to verify that the carry-forward level matches that of the OFM approved carry
forward level before preparing the reports that will be submitted with the budget. OFM and
Legislative staff do use the Recommendation Summary reports provided by the agency in its
budget submittal--these reports must show the OFM approved carry-forward level. Your BDS
Version must match the OFM approved carry-forward level in order to electronically
release your agency budget request.

You will need to verify your data with a correct OFM source. This may be a report from your
OFM Budget Analyst. Once OFM has determined the carry-forward level for all agencies, they
will release a version to the VRS reporting application where you can obtain a copy. BDS also
provides an automatic check in its "pre-release edit" process. Contact your OFM Budget Analyst
for further information on your carry-forward level if you have questions.

1. Obtain a report that shows your carry-forward levels as determined by OFM.

2. Update Decision Packages from the BDS menu.

Budget Summary Console - List Decision Packages by ID
File Edit “iew Toolz Feporttz Help

Lizt Decizion Packages by D I

FPackage | Decizion p Agency | Program
Program | Package = Friority Priority il Lo

1 CB-01 Current Biennium Baze 0 Draft i
2 CL-11 Biennialization of Field Office » Diraft i
3 CL-21 Remove one-time software funding 0 Draft i

)

i | v

Sot | SetFiterosl |

|.-’-‘-.genc:_l,l: 105 Budget Penod: 2005-07 Yerzion: TR Package Program: ALL Budget Lewvel ALL | | 50153

3. Check the bottom status bar to ensure you are on the appropriate version. L4 Note: If this
version does not match, use the Decision Package filter to change to the correct version (see
pages 10-11).
<Your initials>

4.  Select Reports / OFM Reports / Recommendation Summary report.
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. Report Selections

Report Selection
Make your report zelections below.

Frogram: I.t'-\genu:y Level [&ll Programs rolled up) j

[~ Check here it pou want this formatted far ward.

Ok | Cancel |

5. Select the appropriate Program level from the dropdown list box either Agency Level (All
Programs rolled up) or All Programs at the Program Level if your agency is appropriated by
program.

Agency Level (All Programs rolled up)

6. Leave the Check here if you want this formatted for Word box unchecked, then click OK. £
Note: Clicking this box will change some of the formatting of the resulting report to make
exporting to Word easier.

]x%@ahnuz | |J|¢ <| 1 of1 >p|-|JM |

Presiew I

|

L3

State of Washingion
Recommendation Summary

Agency: 105 Office of Financial Mana gement 796 14 M

303172004

Drollars in Thousands Annual Average General
FTEs Fund State  Other Funds Total Funds

2003-05 Current Biennium Total 147.6 11,009 20,058 31,067
CL 11 Bienmalization of Field Office X 14 110 110
CL 21 Bemove one-tite software fiunding 1,0007% 1,000%
Total Carry Forward Level 148.9 10,119 20,058 30,177
Percent Change from Currert Bierpmm 2% (2104 (2905,
Carry Forward plus Worldead Changes 148.9 10,119 20,058 30,177
Parcent Change froon Currert Bierpmm 2 (813 (2905

7. Click the printer icon to print a copy of the report.
Skip this step in training

8. Compare the report printed from BDS to the report provided by OFM or through VRS to see that
the totals on the Total Carry Forward Level line matches, then click Return.

9.  Ifadecision package total is incorrect, you may click once to highlight the decision package
from either the List Decision Packages by ID or Decision Package Control screens, then select
Edit / Expenditure Detail Amounts to correct amounts.
Skip this step in training
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10. Ifa decision package is missing, select File / Add a decision package to add this decision
package to your version.

Skip this step in training

11.  If applicable - When all corrections have been made, repeat steps 4 through 8 to validate
corrections. Note: Ifit appears a discrepancy is on the part of OFM, contact your budget
analyst.

Skip this step in training

12. Select File / Exit to BDS Menu when satisfied with your carry-forward level.
Assume that all is okay in training

: Results

Your carry-forward level now matches OFM. You can now begin adding the maintenance
: level and performance level layers of your budget to develop your total request.
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LESSON 4 - MAINTENANCE AND PERFORMANCE LEVEL DECISION
PACKAGES
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Lesson 4, Task 1 — Enter Maintenance Level Decision Packages
Add decision package to my base from the BDS Menu or File / Add a decision package

Maintenance decision packages are the second incremental layer added to the current biennium
base. Maintenance level reflects the cost of mandatory caseload, enrollment, inflation and other
legally unavoidable costs not contemplated in the current budget. Expenditure adjustments may be
positive or negative, depending on expected experience in the ensuing biennium. Like the carry-
forward level, maintenance level is a reference point for budget consideration; it is not a guarantee of
that amount of funding.

Agencies prepare the maintenance level component of the budget submittal. Agencies will notice that
BDS splits maintenance level into two different levels to indicate different kinds of maintenance level
costs. Maintenance level 1 (ML1 or M1) is reserved for items that must be funded due to mandatory
caseload or enroliment (e.g. funding related to the number of inmates incarcerated). Maintenance
level 2 (ML2 or M2) is for all other rate and client changes that meet the definition of maintenance
level (e.g. lease or vendor rate changes).

Statewide standard changes should use the OFM pre-assigned number. The budget instructions
explain the use of these numbers. OFM pre-assigned numbers all begin with 9 or 8 and have been
pre-named in BDS. Use the corresponding number as defined in the budget instructions and the title
that has been pre-assigned in BDS. For example, 98 is the OFM pre-assigned number for general
inflation.

Incremental expenditure changes that do not fall within the definitions of carry-forward or
maintenance levels are considered policy or performance changes and should be submitted in
Performance level decision packages.

Refer to the OFM Budget Instructions for more detail.

Establishing your entire current biennium base, carry-forward adjustments, and maintenance level
decision package estimates by activity would remove the need to Recast Maintenance Level to
Activity, Lesson 4, Task 2.

1. Select Add decision package to my base from the BDS menu.

wi, Add Hew Decizion Package

MHew Decision Package
Enter the information below that will define the new decizion package.

—Wiew Decizion Package Codes

Bue e ey |2DDE-D? d = Used for this Yersion
& ) ; .
Version ITH "BASS Trainer d Anailable for this \-fn.arsmn
£F - Postage Fate Adjustments =]
a0 -R d for OFM
Budget Lewvel |M2 - Inflation and Other Rate Ehanj gg B H:ﬁﬁar;zntcéruynut Casts
 Feefs 85 - Salary COLA,
Decision Package Code 8T - Employes Health Benefit:
B - Utility B ate Adjustments
M2 SU * indicates reuzable codes
Package Program I.t'-\gency Lewel j
Package Title IUtiIit_l,I Rate Sdiustments
Package Lang Title |11l Rate Adjustmenty =
=
¥ Open thiz decision package after Save. Decision package fiter will be modified.
Save Cancel
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Select the appropriate Budget Period from the dropdown list box.
2005-07

Select the appropriate Version from the dropdown list box.
<Your initials> - <Y our name> Practice

Select M2 — Inflation and Other Rate Changes from the Budget Level dropdown list box.

Select an available decision package code from the list under View Decision Package Codes. L1/
Note: Maintenance level decision packages should use OFM pre-assigned codes. If your
decision package does not fall into any of the categories offered by OFM select a decision
package code that is numeric-alpha (14) or alpha-alpha (AA). You will not be able to release
data that does not meet this rule.

8U — Utility Rate Adjustments

Leave the Package Program dropdown box at the default of Agency Level. L4 Note: Agency
level means it can contain any agency program. Use of package program is an advanced feature
that is not discussed further in this tutorial. The use of package program is only recommended in
rare cases, such as DSHS budget building.

Note assigned Package Title and Package Long Title for this decision package code, Utility
Rate Adjustments. £ Note: Decision package code 8U is pre-assigned by OFM. The title for
this decision package code cannot be changed. Agency decision packages that are for requesting
funding to cover Utility Rate Adjustments should be entered using this code and title. This
rationale applies to all OFM pre-assigned decision package codes. Please see the budget
instructions for further information.

Click to check the Open this decision package after Save. Decision package filter will be
modified. LI Note: Since you have checked to open after save, the decision package will
automatically open after the next step of saving. It opens to the Narrative screen, as narrative is

required for this budget level.

Click the Save button then Yes to confirm selections and OK when saved.
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10.

11.

12.

13.

14.

15.

16.

Decision Package Console - Package Mamrative - M2-8U Utility B ate Adjuzstments

File Edit “iew Toaolz Reportz Help

tffected Programs ~ Agency Level |

L

Package Title.
Utility Fate Adjustments I

Package Description. [Please also indicate the
agency activities -- per your agency aclivity
inventory -- affected by this package.)

Thiz decizion package reprezents the additional funding
needed to address electricity and natural gas rate increazes in
our inztitutions ko continue suppart of our institutional
prograns.

Recommendation summary text. [Used in OFM
Budget Systems]

Funding iz requested to azzist the Department in dealing with
the ongaoing monetan congtrainks rizing utility.

=l
How thiz decision package contributes to the =
;‘_T'“" rrrteminalonaend ibe n et nremmat Ll_l SnellEhenk I Pl | Heset |
|.f-‘«genc:y: 105 Budget Period: 2005-07 Yerzsion: TR Package Program:  Decizion Package: M2-8L | | R0153

Click on the Package Description heading on the left. Your cursor should now be in the right
hand side white text box.

Type an appropriate description for this decision package in this text box. L4 Note: You may
paste text from another document in here by hitting <CTRL-V> or using the right mouse button.
This decision package represents the additional funding needed to address electricity and natural
gas rate increases in our institutions to continue support of our institutional programs.

Click the Spell Check button and follow the instructions of any dialog boxes you receive until
back at the starting screen and spell check changes are recorded. L4 Note: You will not be able
to add new words to the dictionary in BDS. This may be inconvenient if using acronyms.

Click the Recommendation summary text heading.

Use the scroll bar of the left-hand side of the screen to scroll up and verify information entered in
the Package Description is displayed in blue text.

Type appropriate Recommendation Summary text in the white text box. L4 Note:
Recommendation Summary text is a very brief summary of the decision package. This entry is
used as the basis for the Governor's budget text. The budget instructions ask that you limit this to
100 words.

Funding is requested to assist the Department in dealing with the ongoing monetary constraints
rising utility rates...

Repeat for each category as needed.

LI A note about decision package narrative— Recommendation Summary text is the only
category required for electronic release of your budget. OFM does require you address all
categories on the printed decision package, but if you are preparing your decision package
outside of BDS, you need only record Recommendation Summary text here.
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17.

18.

19.

20.

21.

22.

23.

Select File / Save Current Tab Set from the BDS menu bar.
Select Edit / Expenditure Detail Amounts from the BDS menu bar.

Click on the Affected Programs/Activities tab when the new screen opens.

File Edt “iew Tools Reportz Help

Fund Detaill Objects of Expenditure Detaill FTE Detail  Affected Programs/ctivities I Expenditure Natesl

Additions or removalz of Affected Programs/activities in this window affect the expenditure
detall worksheets only.

Programz/a.chivities [including Agency Level] can be added to or removed from the Affected
Frogramz/&.chivities list.

Awaillable Programs Awallable Activities Affected Programz/éctiviies
Agency Level =
010 - Administration A0 Accounting Services for Other

020 - Budget ADDZ Adrninistrative Activity

B

Information Ser ] A003 Azzeszment Payments on Stat
040 - Accounting & Adminis 4004 Budget Driver and Expenditure
050 - Statewide Accounting A005 Central Financial Systems Dew < |
060 - Statewide Policy AD0E Collective Bargaining
070 - Forecasting A007 Crirninal History Federal Grant
080 - Management | ADDS Governor's Budget Developme
083 - Rizk Management - Al A009 Office of Begulatary Assistanc I |
030 - Lid A010 Personal Service and Chent 5
110 - Statewide Systems =l |&011 Population Estimates, Forecas =]

Save | Cancel |
|f-‘«gency: 106 Budget Period: 2005-07 “ersiony TR FPackage Program:  Decision Package: WM2-310 | | R.0153

Double click on Agency Level in Affected Programs/Activities list (the right hand side box) to
move it to the Available Programs/Activities list.

Click to select on the appropriate program in the Available Programs then click the blank option
in the Available Activities list and finally click the > to move the selected Program to Affected
Programs. Repeat for each program affected by this decision package. £L Note: The Affected
Programs tab is the easiest way to create columns for desired programs in the expenditure
worksheets. This step is required if your agency is appropriated by program. This step is
recommended if your agency has more than one program. Skip this step if your agency has only
one program. Optionally, you may assign an activity as well. Dollars entered in decision
packages by activity do not need to be recast in Lesson 4, Step 2.

020

030

Click the Save button and Yes on 'okay to delete agency level’ column message box.

Click the Fund Detail tab.
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Decizion Package Conzole - Expenditure/Staffing Detail Amounts - M2-8U Utility B ate Adjuzstments

File Edt “iew Toolz Repottz Help

Fund Detail | Objects of Expenditure Detaill FTE Detaill Affected F'mgrams.v'.f-\ctivitiesl E spenditure Nutesl

Fund AT p Program 020 Frogram 020 Frogram 030 Frogran
Code Fund AT Title Total FY2008 | Total Fy2007 F 2006 v 2007 F 2006 Fy 2
001-1 General Fund - State 15.000 20,000 5,000 10,000 10,000
Total Fund 001 15,000 20,000 5,000 10,000 10,000 1
<-- Enter Fund Here
Total 15,000 20,000 5,000 10,000 10,000 1
Biennial Total 35.000 15.000 2
4 _I F
|.-’-'«genc_l,l: 105 Budget Penod; 2005-07 Yersion: TR Fackage Program: Decizsion Package: M2-80 h.0153

24. Enter the appropriate fund/appropriation type combination in the cell to the left € Enter Fund
Here and hit the Tab key.
0011

25. Enter the fund estimates by program in the worksheet.

Program 020 Program 030
1* Fiscal 2" Fiscal 1*" Fiscal 2" Fiscal
Year Year Year Year
001-1 5,000 10,000 10,000 10,000

26. Click on the row for fund 996-Z then select Edit / Delete Worksheet Row from the BDS menu
bar.

27. Select the Objects of Expenditure Detail tab.
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File Edt “ew Toolz HReportz Help

Fund Detail Objects of Expenditure Detai | FTE Detail I Affected Programs/dctivities I E spenditure Natesl

Obiject Object Title Tatal Total Frogram 020 | Program 020 Program Program
Code F 2006 Fv2007 Fv 2006 Fy' 2007 030 FY 030 Fy
E Goods And Services 15,000 20,000 5,000 10,000 10,000 10,000
Total Object E 15,000 20,000 5,000 10,000 10,000 10,000
<-- Enter Objects Here
Total 15.000 20,000 5.000 10,000 10,000 10,000
Biennial Total 35.000 15.000 20,000
Fund Totals 15,000 20,000 5.000 10,000 10,000 10,000
Difference Total 0 0 0 0 0 0
|f—'«gency: 105 Budaet Penod: 2005-07 “Werzion: TR Package Program: Decizion Package: M2-8U | 50153

28. Enter the appropriate Object code in the cell to the left of € Enter Objects Here.
E — Goods And Services

L1 A note about objects — Objects are not required in BDS for electronic release.
However, using objects BDS is recommended as objects are required on the printed
decision package. By including objects in all steps of your budget development you will be
able to use BDS reports and data for more complete analysis when objects are included.
The level of object to enter data at will vary by agency. One option is to enter objects at the
same level you allot.

29. Select anywhere in the row for X — OFM Adjust To Agency then select Edit / Delete Worksheet
Row from the BDS menu bar. £4 Note: Object X is a placeholder only.

30. Enter your estimates by object and program into the worksheet.

Program 020 Program 030
1* Fiscal 2" Fiscal 1* Fiscal 2™ Fiscal
Year Year Year Year
E-Goods And Services 5,000 10,000 10,000 10,000

31. Select View / Balance Funds to Objects to verify that the objects entered balance with the funds
entered.

32. Select File / Save Current Tab Set from the BDS menu bar.

33. Select File / Add a decision package from the BDS menu bar.
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34. Add another Maintenance Level decision package using steps 2 through 9 and complete with the

following information:

Budget Period:

Version:

Package Program:
Budget Level:

Decision Package Code:
Decision Package Title:

All Fund 001-1 and Object ED

2005-07

<your initials> <your name> Practice
Agency Level

M2 - Inflation and Other Rate Changes
8L

Lease Rate Adjustments

Program 2006 2007

020 7,500 10,000
030 12,500 15,000
050 22,500 25,000

Dollars requested to provide funding to the Department for 2005-07

Recommendation Summary Text: .
contracted lease increases.

35. Select View / List Decision Packages by ID when all decision packages are entered.

Results

You will now have all steps through maintenance level entered into BDS and can review the
total maintenance level budget.
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Lesson 4, Task 2 — Recast Maintenance Level by Activity

OFM requires that agencies submit their budgets with the total maintenance level identified by
activity. Users have three options to meet this requirement. The first option is to enter the current
biennium, carry forward level steps, and maintenance level items with estimates all identified by
activity. Lesson 4, Task 2 — Recast Maintenance Level by Activity could be skipped if this is the
case.

The second option is addressed by this Task, Recast Maintenance Level by Activity. This process
will look at the bottom line maintenance level totals that are not identified by activity using the
Maintenance Level Totals for Activity Recast report to determine amount to recast and spread
those dollars into activities through a decision package in BDS.

The third option is a combination of the first two. Since this task looks at dollars not previously
identified by activity vs. the entire maintenance level total, users could choose to put some
previous increments in by activity but not others. In this case only dollars not previously spread
would require recast.

1. Select Reports / Working Reports / Maintenance Level Totals for Activity Recast from the
BDS menu bar. £ Note: The report will determine the Total Maintenance Level amount of
dollars by program or agency level that have not been identified by activity.

Report Sample

Jx%@?:hnaz - H|< <| 1 af 1 »bl-“ﬁ

Freview |

[

State of Washington
Maintenance Level Totals for Activity Recast

Agency: 105 Office of Financial Management 3:46:51FM
Budgei Period: 2005-07 Ary PrinkTime [Time]
Versim: TR BASS Trainer

FTE Dollars
Program Fund 1st Year 2nd Year 1si Year 2nd Year
o0 ooi-l 1] 1n 32,500 70,000
030 o0i-1 04 0z 32,500 345 000
ns0  o0i-1 [IA1] on 22,500 25,000
Agency  001-1 09 13 27,500 -550,000
bgency  996-2 oo on ] 1]
Grand Total 0.9 1.8 87,500 -850,000

2. Once the report is run, select the icon with the envelope with the red arrow “export report”.

&
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Repont Yiewer Export 7] x|
Save I@ My Diocurments j = £k Ef-
|1 Adaobe 282001 Silent Auction High Bids.xls 2
|_1BDSDoc @ actirventony. =lz %
|_1CRSDoc @ actirtables. sz §
] Exchange @AI-Heq Jpload.xls %
| Local Settings H41-Req7-2-2003. s 2
|1 My eBooks @ autotest =l %
|1 My Music @ Book1.xls %
My Pictures | BORSVP.xls 2
3] My w'ebs @ Budaget_Sustems_Project_List-WkB . xls %
"1 0LD COOKIES 37100405 E:
-1 Secuity @ contractscore. xls %
. | ICi|
File name: |200507MLRecast [ save |
Save as lwpe: IE:-:ceI 5.0 Docurnent j Cancel |
i

Select the file location and name to save the results and change the file type to Excel and click
Save.
200507MLRecast

Answer Yes to open the report at the prompt.

Fd Microzoft Excel - MLRecast.xls
J@ File Edt “iew Insett Format Tool: Data Window Help Acrobat -|ﬂ|ﬂ
DzE SRed «-_= 80 2B ===0-5-A-2
J = =y ‘ 0 | ﬁ a Favarites - | 5 | CATemp\MLRecast slz =3
Al - =
A B | C | D | E | F | G I
1 State of Washington
2 Maintenance Level Totals for Activity Hecast
3
4
b Agency: 105 Office of Financial Management
f dudget Period: 2005-07
7
g Yersion: TR BASS Trainer
g
10 FIE Dellars
11 Program Fund 1st Year 2nd Year st Year 2nd Year
12 020 001-1 03 10 32,500 70,000
13 030 001-1 04 0a 32,500 245 000
14 050 001-1 on on 22,500 25,000
15 Lgency 001-1 no 12 87,500 250,000
16 Lgency 996-Z nn 0o 0 ]
17 | Grand Total 0.9 1.8 87,500 -850,000
14
19
an
[ 14 [ T¥i}, Sheett / |]
JD[an[}G}‘AgtoShape&v\ \DD‘@‘&vivi,
Ready | | |
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5. Independent analysis of the data must be completed before proceeding. For each program and
fund the activity breakouts must be identified. See the attachment at the end of this document
for a sample spreadsheet for the recast results.

See the attached sample analysis.

6. Select File / Add a decision package from the BDS menu bar.

i, Add New Decizion Package

Hew Decizsion Package
Enter the information below that will define the new decision package.

—%iew Decizion Package Codes
" Uszed for this Wersion
j &+ Available for this Yersion

9U - Unanticipated A eceipts not i «]
9 - Dperating Costs/E izt Capita

Budget Perid | 200507 =l

Wersian IET - BASS Trainier Practice

Budget Level |M2 - Inflation and Other Rate Ehanj @ - Dperating Costs/Proposed [
9 - Self Inzurance Premiun, exp

et Packare Lods T - Other ML Adjustments
M2 gz ! FEecast to Activity
* indicates reuzable codes

Package Frogram IAgenc_l.J Lewvel j
Package Title IHecaSt to Activity
Package Long Title  [Racast to Activity =
=l
¥ i0pen this decision package after Save. Decision package filter will be modified.;
Save | Cahcel

7. Enter the following decision package information and Save.
e Budget Period — 2005-07
Version - <your initials> - <your name> Practice
Budget Level — M2
Decision Package Code — 9Z-Recast to Activity
Package Program — Agency Level
Package Title — Recast to Activity (cannot be changed)
Package Long Title — Recast to Activity (cannot be changed)
Open this decision package after Save... - Checked

LI Note: Package Program may be used to develop a separate recast for each agency
program. In this case use Package Program to determine the program for recast, and repeat
this Step for each program.

8. Once the decision package opens, select Edit / Expenditure Detail Amounts from the BDS
menu bar. LJ Note: Narrative is not required for the Recast decision package.

9. Select the Affected Programs/Activities tab.

10. Highlight Agency Level in the Affected Programs/Activities column and the < to move out of
the list.
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11. Use the combination of Program and blank activity for each program from the recast into the
Affected Programs/Activities list.
Programs
020
030
050

Decision Package Console - Expenditure/Stalffing Detail Amounts - M2-9Z Recast to Activity

File Edit “iew Toolz Reportz Help

Fund Dietail I Dhbjects of Expenditure Detail I FTE Detal  Affected Programs/&ctivities | E xpenditure Notes I

Additions or remowalz of Affected ProgramsAbctivities in this window affect the expenditure
detail worksheests only.

ProgramzA&ctivities (including Agency Level] can be added to or removed from the Affected
Programz/d.chivities list,

Awailable Programs Available Activities Affected Programadbctivities
Agency Level = 020 - Budget
010 - Administration A0 Accounting Services for Other 030 - Information Services
020 - Budget A002 Adminiztrative Activity * | 080 - Statewide Accounting
030 - Information Services A003 Azzeszment Payments on Stat
040 - Accounting & Adminis A004 Budget Drver and E spenditure

Stak & Lnting A005 Central Financial Systems Dew < |
060 - Statevade P A00E Collective Bargaining
070 - Forecasting A007 Criminal Hiztory Federal Grant
080 - Management i A003 Governor's Budget D eveloprie
083 - Rizk Management - Al A009 Office of Regulatony Assistanc g |
030 - Lid A0 Perzonal Service and Clisnt S
110 - Statevide Systems =l 4011 Population E stimates, Forecas =l

Save | Cahcel |
|Agenc_l,l: 105 Budget Period: 2005-07 Yerzion: TR Package Program:  Decizsion Package: M2-92 | | R0.153

12. Use the combination of available programs and available activities to list each needed
combination in the Affected Programs/Activities list in addition to the programs added in step
11.
Program / Activity
020/A008
030/A001
030/A005
030/A008
030/A013
050/A013
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Decision Package Console - Expenditure/Staffing Detail Amounts - M2-97 Recast to Achivity

File Edit “iew Toolz Reportz Help

Fund D etail I Dhjects of Expenditure Detail I FTE Detail Affected Programs/Activities | Expenditure Motes I

Additions ar removalz of Affected Programe/dctivities in thiz window affect the expenditure
detail worksheets only.

Programz/activities [including Agency Level] can be added to or remowved fram the Affected
Programz/dctivities hist,

Awallable Frograms Awalable Activities Affected Programe/tctivities

Agency Level = A002 Adriniztrative Activity =] 020 - Budget

110 - Administration AD03 Azszezzment Payments on Stat 02074008 Governor's Budget Develop
020 - Budget A004 Budaet Driver and Expenditure 030 - Infarmation Services

030 - Information Services A005 Central Financial Systems Dey 0304001 Accounting Services for Otk
040 - Accounting & Adminis A006 Collective Bargaining 03074008 Central Financial Systems D

ting A007 Criminal History Federal Grant 0304008 Governor's Budget Develop

EID . a wid F' A008 Governor's Budaet Developme 5 | 0307401 3 Statewide Accounting Polici
4 |

070 - Farezasting &009 Office of Regulatony Assistanc 050 - Statewide Accounti
080 - Management | A010 Perzonal Service and Client S 4013 Statewide Accounting Polic
083 - Risk Management - Al 4017 Population Estimates, Forecas
040 - Lid 4012 Rizk M
110 - Statewide Svstems =] p
Save | Cancel |
|f-'l.gen|:y: 105 Budaget Period: 2005-07 “erzion: TR Package Program:  Decizsion Fackage: M2-92 | | 50153

13. Click Save to save the change and Yes to the message warning of deleting the agency default
column.

14. Select the Fund Detail tab.

15. Enter a row for each fund needed based on the recast and delete the 996-Z row.
001-1

16. Select the View / Freeze Key Columns option so that you will always be able to view the
funds as you use this BDS worksheet.

Program 020 Program 030 Program 050
1 Fiscal 2" Fiscal 1 Fiscal 2" Fiscal 1 Fiscal 2" Fiscal
Year Year Year Year Year Year

001-1 GF-S -32,500 -70,000 -32,500 945,000 -22,500 -25,000

17. In each Program Only column, enter the total amount of the program recast as a negative
number.
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Decizion Package Console - Expenditure/Staffing Detail Amounts - M2-97 Recast to Activity

File Edit “iew Toolz Reportz Help

Fund Detail | Dbjects of Expenditure Detaill FTE Detaill Affected Programs/activities I Expenditure MNotes I

Fund AT Fund AT Tile Total FY2006 | Total Fy2o07 | F'o@ram 120 | Progiam 120 - Frogram D30l | Frogra
a0-1 General Fund - State -5.960.443 5379017 -2,953,029 3,017,342 2413579 1.4
Total Fund 001 -5.960.443 5379017  -2953.029 -3.017.342 -2413979 -1.74
419-6 [rata Processing Rey - Mon &y -955.548 -977.220 1] 0 664,186 -
Total Fund 419 -955,548 -977.220 0 1] -664,186 -bq
483-1 I.ﬂ\uditing Serv Revl - State 0 -25.000 1] 0 I]
Total Fund 483 1] -25.000 0 1] 0
<-- Enter Fund Here
Total -6.915.991 -6.381.237 -2953.029 -3.017.342 -3.078165 -2 44
Biennial Total -13.297.228 -5.970.371 -5.54
A | »
|.-’-'«genu:_l,l: 105 Budget Period: 2005-07 “ersion: BT Package Program: Decision Package: M2-52 | 50141

18. Spread the positive recast dollar into the appropriate column for each combination of Program
and Activity. The Total Columns should zero out in the end indicating the reversal and re-entry
of dollars is in balance.

Program 020/A008

1 Fiscal 2" Fiscal

001-1 GF-S

Year

Year

32,500 70,000

Program 030 Program 050/A013
1% Fiscal 2" Fiscal 1% Fiscal 2™ Fiscal
Year Year Year Year
See below for breakout 22,500 25,000
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001-1

030/A001 030/A005 030/A008 030/A013
1% Fiscal 2" Fiscal 1% Fiscal 2" Fiscal 1% Fiscal 2" Fiscal 1% Fiscal 2" Fiscal
Year Year Year Year Year Year Year Year
5,625 13,750 16,250 -972,500 5,625 10,000 5,000 3,750

Decision Package Console - Expenditure/Staffing Detail Amounts - M2-97 Recast to Activity

File Edit Yiew Tools Reportz Help
Fund Detail I Objects of Expenditure Detaill FTE Detail I Affected Programsddctivities I Expenditure Motes I
Fund AT 3 Pgm 020 / Act | Pgm 020/ Act | Pgm 030 4 Act | Pgm 03
Code LA UL Total FY2008 | Total FY2007 | fng v 2006 | 4008 Fy 2007 | ADDY FY 2006 | ADD1 FY
a01-1 General Fund - State 1] 1] 32 500 70,000 B R25
Total Fund 001 1] 1] 32.500 70,000 5625 1
<-- Enter Fund Here
Total 1] 0 32.500 70,000 5625 1
Biennial Total 0 102.500 1
4 I | 3
|.-’-'«genc_l,l: 105 Budget Penod: 2005-07 Yersion: TR Package Program:  Decizion Package: M2-32 | | 50153

19. Repeat to reverse and respread the recast FTEs in the FTE Detail grid. L4 Note: There is no

requirement to recast by object as OFM does not ask for activities by object. Agencies may
elect to recast dollars by object if there is a desire to have these estimates readily available for
reference or analysis.

Reverse
FTE

001-1 GF-S

Add in FTE

001-1 GF-S

Program 020

1% Fiscal 2" Fiscal
Year Year
-0.5 -1.0

Program 020/A008
1% Fiscal 2" Fiscal
Year Year
0.5 1.0

Program 030
1% Fiscal 2" Fiscal
Year Year
-0.4 -0.8
Program 030
1% Fiscal 2" Fiscal
Year Year

See below for breakout
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Program 050
1% Fiscal 2" Fiscal
Year Year
0.0 0.0
Program 050/A013
1% Fiscal 2" Fiscal
Year Year
0.0 0.0



030/A001 030/A005 030/A008 030/A013
1% Fiscal 2" Fiscal 1% Fiscal 1% Fiscal 2" Fiscal 2" Fiscal 1% Fiscal 2" Fiscal
Year Year Year Year Year Year Year Year
001-1 0.1 0.1 0.1 04 0.1 0.1 0.1 0.2

20. Select File / Save Current Tab Set to save changes to the worksheet.
21. Select Reports / Working Reports / Maintenance Level Totals for Activity Recast from the
BDS menu bar to verify that the report is zero and that the total maintenance level is spread to

activities.

22. Click Return to close the report.

: Results

Your entire maintenance level budget should now be reflected by activity. In the event
. the total maintenance level by activity does not match the total maintenance level
: increments (rolled up), a pre-release edit will prohibit electronic release of the version.
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Lesson 4, Task 3 — Enter Performance Level Decision Packages

Performance level decision packages must be entered by activity. This task takes you through the
steps of creating the decision packages with increments entered by activity to meet OFM
requirements.

1. Add a performance level decision package using the steps learned in the preceding task:

Budget Period — 2005-07

Version — <your initials> - Practice

Package Program — Agency Level

Budget Level — PL — Performance Level
Decision Package Code — See exercise slip
Package Title — Expand Client Training Program

2. Enter and save appropriate Recommendation Summary Text using the steps learned in the
preceding task.
Funding is requested to allow for expansion of training opportunities for Department clients so
that they can get information helpful to their success.

3. Repeat for each category as needed.

LI Note: Recommendation Summary text is the only category required for electronic release of
your budget. OFM does require you to address all categories on the printed decision package,
but if you are preparing your decision package outside of BDS, you need only record
Recommendation Summary text here.

4. Once the decision package opens, select Edit / Expenditure Detail Amounts from the BDS
menu bar.

5. Select the Affected Programs/Activities tab.

6. Highlight Agency Level in the Affected Programs/Activities column and the < to move out of
the list.

7. Use the combination of Available Program and Available Activity for each combination of
program and activity with incremental adjustments in this decision package and use the > to
move each combination into the Affected Programs/Activities list. £ Note: <Blank> is not
an Available Activities selection when the decision package is a performance level decision
package since activities are required for all performance level decision package estimates.
Program / Activity
020/A005
020/A013
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10.

1.

12.

13.

14.

Decision Package Console - Expenditure/Staffing Detail Amounts - PL-DA Expand Client Training Program

File Edit “iew Toolz Reportz Help

Fund Detaill Dhjects of Expenditure Detail I FTE Detail Affected Programs/Activities | Expenditure Notesl

Additionz or removalzs of Affected Programs/activities in this window affect the expenditure
detail worksheets only,

Frogramz/&ctivities [including Agency Level] can be added to or removed from the Affected
ProgramsAdctivities list.

Awallable Programs Avallable sctivities affected Programsfactivities
Agency Lewvel = A2 Adrinistrative Activik 1] 0204005 Central Financial Systerms D
070 - &drminiztration AND3 Aszeszment Payments an Stat 0204801 3 Statewide Accounting Palic
A004 Budget Driver and Expenditure
030 - Information Services AD0S Central Financial Systems Dey
040 - Accounting & Adminiz ANDGE Collective Bargaining
050 - Statewide Accounting ADOY Criminal History Federal Grant
060 - Statewide Palicy A0S Governor's Budget Developme
070 - Farecasting AN09 Office of Regulatary Assistanc
080 - Management | A10 Personal Service and Client S
093 - Rizk Management - Al AD11 Population Estimates, Forecas
090 - Lid A012 Rizk kanagement
110 - Statewide Systems = B tevade Sccounting Policiedhd
Save | Cancel |
|.f-‘«gen|:y: 105 Budget Period: 2005-07 “ersion: TR Package Program:  Decizion Package: PL-Da | | RO153

Select Save and answer Yes to the prompt regarding the removal of the agency level column.

Go to the Fund Detail tab to enter estimates by fund and program/activity combination.

Fund Program 020 / Activity A005 Program 020 / Activity A013
1% Fiscal Year 2" Fiscal Year 1% Fiscal Year 2™ Fiscal Year
001-1 15,000 20,000 15,000 20,000

Go to the Objects of Expenditure Detail tab to enter estimates by object and program/activity
combination.

Object Program 020 / Activity A005 Program 020 / Activity A013
1% Fiscal Year 2" Fiscal Year 1% Fiscal Year 2" Fiscal Year

A 11,000 14,600 11,000 14,600

B 4,000 5,400 4,000 5,400

Select View / Balance Funds to Objects from the BDS menu bar to verify funds and objects
are in balance.

Go to the FTE Detail tab to enter FTE estimates by fund and program/activity combination.

Fund Program 020 / Activity A005 Program 020 / Activity A013
1% Fiscal Year 2" Fiscal Year 1% Fiscal Year 2" Fiscal Year
001-1 4 S 4 )

Select File / Save Current Tab Set to save changes.

Select Edit / Performance Measures from the BDS Menu bar.
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File Edt “iew Toolz FReportz Help

Activities | Performance teasure Detail I Performance Measure Mates I

Supparted

Activity Title

3 VI . VI (9 [

A0
&002
003
004 -
&005 -
&006 -
&007 -
&002 -
&009 -
a010 -
011 -
&012 -
013 -

- Financial Services for Other fgencies
- Administrativie Activity
- Azgezsment Papments on State Lands

Budget Diniver and E spenditure Forecasts, Research and Monitoring
Central Financial Systems Development and kaintenance
Callective Bargaining

Crirminal History Federal Grant

Governor's Budget D evelopment

Office of Regulatom Azziztance

Personal Service and Clent Service Contracts

Population Estimates, Forecastz and Census Data

Fiizk Management

Statewide Accounting Policies and Reporting

-

Apply

Reset |

|Agenc_l.J: 105 Budget Perind: 2005-07 Version: BT Package Program:  Decision Package: PL-&W

| 5014

15. Click to check each Activity that is supported by the decision package in the Supported
column and click Apply. L4 Note: The list of supported activities may or may not mirror the
list of activities with incremental estimates. In this example estimates were built in for two
activities (Central Financial System and Statewide Accounting Policies as these two activities
will pick up the expenditure for the training expansion, yet it also supports the agency activity
of Governor’s Budget Development because it is assumed the resulting training is expected to
result in more accurate agency budget submittals and a more efficient OFM analysis.

A005
A008
A013

16. Select the Performance Measure Detail tab.
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Decizsion Package Conszole - Performance Measures - PL-DA Expand Client Training Program
File Edit %ew Toolz Repots Help
Activiies  Performanee Measure Detail | Performance Measure Motes I
! ) Incremental Incremental L Al
Impacted | P Type Performance Title Unit hne Bl Change Fr2 Frior Bien Fr1 | Pnor Bien Fr2
I aF 1010 - Fastrack Reparts Murmber 200,00 R00.00.0 i
I ap 1020 - Travel Waoucher System ' Mumber 250000 7.000.00 i
i ac 8010 - Hands-off Payments Percent 0.00 0.oon i
i ac 8020 - Electronic Payments Percent 0.00 0oon 1]
4 _I L
Apply | Fezet |
|.-’-'«genc_l,l: 105 Budget Penod: 200507 Yersion: TH Fackage Program;  Decizsion Package: PL-DA | | 0153

17. The resulting screen lists all performance measures that support any of the activities marked as
supported in the Activities tab. L Note: If an activity-related performance measure, a
measure that will be maintained in the system as an indicator of activity results, is affected by
the decision package OFM requires that any expected incremental change in annual
performance targets for that measure be entered into the system. If the decision package is
expected to bring about some other kind of performance change, please note the expected
change in the narrative portion of the decision package. OFM does not require that a
performance measure be created solely to support the decision package when a measure is not
currently being tracked by OFM and will not be tracked by OFM. Do not add to BDS
performance measures that your agency does not intend to be tracked over time. The following
steps take you through adding a performance measure so that increments can be linked to the
decision package.

18. Enter the estimated incremental change in the performance measures as a result of this decision
package.
FY1 FY2
1010 — Fastrack Reports 200.00 500.00
1020 — Travel Voucher System Vouchers  2,500.00 7,000.00
19. Click Apply to save changes.

20. Select File / Exit to BDS Menu from the BDS menu bar.
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Lesson 4, Task 4 — Run a Pre-Release Edit Report
Verify data to be released to OFM from the BDS Menu

BDS has a Pre-Release Edit Report that allows users to verify that data in BDS meets
all electronic release requirements as well as warnings on various business rules. This
report should be run prior to printing copies of the OFM submittal reports to control the
number of re-prints. This report can and should be run early and often in your budget
development to ensure no last minute surprises on release day.

1. Select Verify data to be released to OFM / BDS Budget Data from the BDS menu.

i, Pre-Releaze BDS Budget Data

Pre-Helease BDS Budget Data
Make your zelections below,

Budget Period:  Budget Tupe:

[200507 =] |Regular =
Yerzion:
| TR - BASS Trainer =l
Fackage Program:
faLL =
Decizion Package:
faLL =
0K | Cancel |

2. Select the appropriate Budget Period, Budget Type, and Version from the dropdown list boxes.
2005-07
Regular
<Your Initials> - <Your Name> Practice

3. Select ALL for Package Program and Decision Package.
4.  Click OK.

5. Click the printer icon to print a copy of the report.
Skip this step in training

6. Review the report and determine if any items should be addressed then click Return to return to
the BDS menu. A copy of this sample report is available in Appendix 3. £L Note: Critical items
MUST be corrected in order to electronically release data. Warnings indicate that there is
something that might not be consistent with business rules, but the electronic release will not be
prohibited.
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7. Click on Update decision packages once you have determined what decision packages need to
be updated.

Budget Summary Console - List Decision Packages by ID

File Edit “iew Toaolz HReportz Help
Lizt Decizion Packages by ID |
Package | Decision . Agency | Program
Frogram | Package Illie Pricrity Pricrity Sl Le
1 CE-00 Current Bignnium 0 Diraft i
2 CL-11 Biennialization of Field Office » 0 Diraft i
3 CL-21 Remove ane-time software funding 1] [Crraft il
4 4 2-BL Leaze Hate Adjustments ] Diraft i
5 k281 [tility B ate Adjustrments 1] Diraft il
B 252 Recast to Activity ] Diraft i
7 PL-D&, Expand Client Training Program ] Drraft i
4 _I 1]
Sot | SetFiertoal |
|.-’-'«genc_l,l: 105 Budget Period: 2005-07 Yersion; TR Package Program; ALL Budget Lewvel ALL | | B.0153

8. Verify in the bottom status bar that you are still on the appropriate version.
<Your Initials>

9.  Click once on the decision package to update.
M2-8L

10. Select Edit / then the piece of the decision package you are choosing to update.
Package Narrative

Decizion Package Console - Package Mamative - M2-8L Lease Hate Adjustments

File Edit View Tools Repots Help

&ifected Programs  &gency Level |

Package Title = B | =
Lease Rate Adjustments i

Package Description. [Please also indicate the
agency achivities -- per your agency aclivity
inventory -- affected by thiz package. )

Sample Test

Recommendation summary text. [Used in OFM
Budget 5ystems)

Dallars requested ta provide funding ta the Department for
2005-07 contracted lease increases.

How this decision package contributes to the
agency's strategic plan and its activities and

strategies. =l
il Llll Spell Check | Lpply | Rezet |
|Agenc_l,l: 105 Budget Penod; 2005-07 Wersion: TR Package Program:  Decizion Package: M2-8L | | 00153
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11.

12.

13.

14.

15.

16.

Make necessary changes and save.
Enter any ample text into each category of the decision package narrative. This sample text does
not need to be verbose or make sense for training session practice.

Select Edit / to pick the next section of the decision package to edit (if necessary).
Skip this in training

When all decision packages have been updated, select either File / Exit to BDS Menu if no
further changes are needed or File / Open Decision Package to select the next decision package.
File / Open Decision Package

Uf. Open Decision Package

Open Decision Package
To open, select from the properties belaw or type the
Proagram, Budget Level and ID in the Manual Entry field.

r— Decigion Package Properties

Wersion ITH - BASS Trainer

Lef Lo

FPackage Program I.-’-‘n.gency Level
Budget Level |M2

4

Decizion Package [0 {58 N TN = =0 [Ny =TT

tanual Entry |

Ok, I Cancel |

Use the dropdown boxes to make the appropriate selections to open the next decision package for
change and click OK. L4 Note: The Open Decision Package screen allows users to open
different decision package when one decision package is currently open. Users can use the
dropdown list boxes to make the appropriate selections or short-cut by typing the identifying
information in the Manual Entry field (e.g., M2-8L open M2-8L for the current version). The
selected decision package will open to the same screen that the Open Decision Package screen
was accessed from.

Version — <Your initials>
Package Program — Agency Level
Budget Level — M2

Decision Package ID — 8U

Select File / Exit to BDS Menu since there were no critical errors for this decision package that
must be corrected.

Repeat steps 1 through 6 to run a new Pre-Release Edit Report.

Results

: At this point you can be assured that your individual decision packages meet BDS data
: requirements for release to OFM.



LESSON 5 - REVIEW THE BUDGET AND MAKE NECESSARY REVISIONS
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1.

Lesson 5, Task 1 — Update Revenue Estimates
Verify data to be released to OFM from the BDS Menu

Most of your revenue entry should be done at this point. The current biennium revenue
was loaded with the AFRS extract, and decision package revenue should be included with
each decision package. This step includes reviewing the estimates and updating to reflect
the true estimates for the ensuing biennium. This step will also look at entering Working
Capital data for an agency that administers funds. Users should understand recording
maintenance and performance level decision package revenue upon completion of this
task.

Select Update decision packages from the BDS menu to get the list of decision packages.

Budget Summary Console - List Decizsion Packages by 1D
File Edit “iew Toolz Feportz Help
Lizt Decizion Fackages by [0 |
Package | Decision ! Agency | Program
Program | Package e Pricrity Pricrity Sl 0
1 CB-00 Current Bienniunn 0 Diraft ]
A CL-11 Biennialization of Field Office » 0 Diraft ]
3 CL-21 Remove one-time software funding 0 Diraft 1
4 t2-8L Leaze Rate Adjustments 0 Diraft 1
] 2-81 Litiliey B ate Adjustments 0 Diraft i
g M2-52 Recast to Activity 0 Diraft i
7 FL-D& Expand Client Training Pragram 0 Diraft i
4 _I *
sot | SetFiertodl |
Agency: 105 Budget Period: 2005-07 “ersion: TR Package Program; ALL Budaet Level; ALL | | B0153

Verify you are in the correct version by checking the status bar at the bottom.
<Your Initials>

Select Reports / OFM Reports / Revenue Estimates (B9). Choose to run this as Agency Level
(All Programs rolled up).
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% & = fioox F [ o 1 afts

Prewiew |

Ba3s BDS
Fam B2

Budget Period: 2005-07

b= A

[

State of Washingion

Agency Revenues

Agency: 105 Office of Financial Management
Version: TR BASS Trainer
LECEION
CODES PACEACE CURRENT BIENNTUM ENSUING BIENNTUM
MATRTTAARCT LWL ETRFO
CARRY FORWARDLEVIL
FUND | SOURCE
FY 2004 FY 205 FY 2006 FY 2007 FY 200
oot 0316 Drepartreent of Justice 1,036,255 1,032,498 1,036,255 1,032 496 1,036,285
oot 0320 Departreent of Transportation 400,000 600,000 400,00
oot 0383 Federal Exmergency Managerent Sge 423,543 418,543 423,543 418,543 423,54
oot 0393 Depart of Health & Huraan Serv 375,000 375,000 375000 375000 375,00

A complete sample of this report is available in Appendix 3.

4,

Click the Printer icon to print a copy of this report once it is run.

Skip this step in training

Click Return to return to the list of decision packages.

Review report for accuracy. In particular look at the maintenance level totals and ensure this
matches agency estimates before performance level changes. Note any variances.

Select File / Add a decision package if changes are needed to the maintenance and carry-

forward level column.
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10.

11.

12.

13.

14.

15.

. Add Hew Decision Package |

MNew Decision Package
Enter the information below that will define the new decision package.

—%iew Decizion Package Codes

" Uszed for this Wersion

' Available for this Yersion

94, - Boards and Commizsions Feds]
9B - Jushice Information Metwork,

j aC - Initiative 732 COLA

A0 - Pension Rate Changes

Budget Perid | 200507 =l

Yersian ITH - BASS Trainer j

Budget Lewvel IEL - Carry Fonward Level

~ Decision Package Code 9E - Other Fund Adjustments =
CL gF !F . Federal Funding Adjustment |
* indicates reuzable codes

Package Frogram IAgenc_l.J Lewvel j
Package Title IFederaI Funding Adjustment
Fackage Lona Title  |Federal Funding Adjustment =
=
¥ i0pen this decision package after Save. Decision package filter will be modified.;
Save Cahcel

Select the appropriate Budget Period from the dropdown list box.
2005-07

Select the appropriate Version from the dropdown list box
<Your initials> - <Y our name> Practice

Select CL — Carry Forward Level from the Budget Level dropdown list box.

Select an available decision package code from the list under View Decision Package Codes. L/
Note: Maintenance level decision packages are required to use the OF M pre-assigned codes

that begin with 8 or 9. Contact your budget analyst for direction if a suitable package title
cannot be found for your decision package.

9F

Leave the Package Program drop down box at the default of Agency Level. £ Note: Agency
level means it can contain any agency program. Use of package program is an advanced feature
that is not discussed further in this tutorial. The use of package program is only recommended in
rare cases, such as DSHS budget building.

Type in an appropriate Package Title for this decision package. L4 Note: This title will be pre-
filled with the OF M Pre-assigned title.
Federal Funding Adjustment

Click to check the Open this decision package after Save. Decision package filter will be
modified.

Click the Save button, then Yes to confirm selections, and OK when saved.
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16. Select Edit / Revenue Detail Amounts from the BDS menu bar after the expenditure detail
screen opens. L4 Note: Revenue only decision packages do not require any revenue narrative
or recommendation summary text.

Decision Package Console - Revenue Detail Amounts - CL-9F Federal Funding Adjustment

File Edit “iew Toolz FReportz Help

Revenue Filter | Revenue Detai ] Affected Programs | Fevenue Notes

Rewvenue Search Criteria

Fund a0 =
Source |.~’-‘«II j

Agency: 105 Budget Period: 2005-07 “ersion: TR Package Program:  Decision Package: CL-9F 5.0.153

17. Leave the fund and source dropdown list boxes on All and All then click the Apply button. £4
Note: The revenue filter was developed to assist agencies that have a large number of revenue
funds and sources (e.g., State Treasurer's Office) so that they could narrow the number of
revenue lines displayed on the following worksheet. Using the options of All and All will be
sufficient for most agencies.

Decision Package Console - Revenue Detail Amounts - CL-9F Federal Funding Adjustment

File Edit “iew Toolz Reportz Help

Revenue Fiter  Bevenue Detal | Affected Programs | Bevenue Naotes

Fund: &l Source: All
i Source : Total Taotal Agency Level | Agency Level
Fund Code | Fund Title Code Source Title FY R T, By 3006 By 3007

Qo1 General Fune D316 Dept of Justic 3.000 3.000 3,000 2,000
Total Fund 3.000 3.000 3.000 3.000
<-- Enter Fi

Total 3.000 3.000 3.000 3.000
Biennial Tc 6,000 6,000

Agency: 105 Budaget Period: 2005-07 Yersion: TR Package Progran:  Decizion Package: CL-3F 50153
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18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Enter the fund number of the first fund to require adjustment to the left of < Enter Fund Here
and hit the tab key.
001

Enter the four-digit major source/source combination to the left of € Enter Source Here and hit
the tab key. L4 Note: You may also right click on the cell to bring up a selection dialog box.
0316

Repeat steps 19 and 20 for each fund / source combination needing an update.

Click anywhere on the row for Fund 996 / Source 9999, then select Edit / Delete Worksheet
Row from the BDS menu bar.

Enter estimates for each fund/source. £ Note: You are only entering the difference between the
ML level on the B9 and what it should be. These amounts will roll together for a new
maintenance level total. All revenue adjustments should be recorded in maintenance level.
Expenditure appropriation types for federal and local/private funds should have matching
revenue estimates and will be flagged on the pre-release edit report if not in balance.

$3,000 each year.

Select File / Save Current Tab Set.

Select Reports / OFM Reports / Revenue Estimates (B9). Choose to run this as Agency Level
(All Programs rolled up). 4 sample of this updated report can be found in Appendix 3.

Click the Printer icon to print a copy of this report once it is run.

Click Return to return to the Revenue Detail screen.

Review report for accuracy. In particular look at the maintenance level totals and ensure this
matches agency estimates before performance level changes. £ Note: OFM requires that the
agencies balance between expenditure and revenue estimates for federal and local/private fund
sources. A pre-release edit is available will provide a warning if the expenditures for
appropriation types 2 and 7 do not align with revenue major sources 03 and 05 respectively.

If your agency is not required to submit a Working Capital Reserve Form, skip to step 36.
Instructions on Working Capital requirements can be found in the OFM Budget Instructions.

28.

Select Tools / Working Capital from the BDS menu bar.
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Budget Management Conzole - Working Capital

File Edit “iew Toolz Reports Help

wWwiorking Capital |

Frogram:

-Agency Lewvel -

3

Fund

Fund Title

CEB Amont EB AmoLint

419 [rata Proceszing Revolving Scoo 1,000,000 1,000,000
<-- Enter Fund Here

Agency: 105 Budget Period: 2005-07 Yerzion: TH 50153

29. Enter funds required in the Working Capital Reserve (B9-1) submittal to the left of € Enter
Fund Here hitting the tab key after each fund.

419

30. Enter estimates for the current and ensuing biennia.

CB Amount
1,000,000

EB Amount
1,000,000

31. Select File / Save Current Tab from the BDS menu bar.

32. Select Reports / OFM Reports / Working Capital (B9-1). Choose to run this as Agency Level
(All programs rolled up). A sample of this report can be found in Appendix 3.

33. Click the Printer icon to print a copy of this report once it is run.
Skip this step in training

34. Click Return to return to the Working Capital screen.

35. Select File / Exit to BDS Menu.
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Lesson 5, Task 2 — Print, Review, and Revise Decision Packages
Update decision packages from the BDS Menu or View / List Decision Packages By ID

This step is recommended before marking decision packages as final and printing the
official copy of budget reports. This will allow you to analyze and correct for any errors
before proceeding too far in your budget development process.

Select Update decision packages from the BDS menu.

Budget Summary Console - List Decision Packages by ID

File Edit View Toolz Feportz Help
Ligt Decizion Packages by 1D |
Fackage | Decision ! Agency | Program
Frogram | Package e Friority Pricrity e L
1 CE-00 Current Biennium 0 Diraft I
2 CL-11 Biennialization of Field Office » 1] Diraft Il
& CL-21 Femove one-time software funding 0 Diraft I
4 CL-8F Federal Funding Adjustment 0 Drraft I
5 | [ Leaze Hate Adjustments 0 Diraft A
B M 2-8L Ltility Fiate Adjustments 0 Draft I
7 b 292 Recast to Activity 1] Diraft I
8 PL-D&, Expand Client Training Program ] Diraft I
4 J F
ot | SetFikerosn |
Agency: 105 Budget Penod; 2008-07 Yerzion: TR Package Program: ALL Budget Level: ALL | | b.0.153

Click once to highlight the first maintenance level decision package, then select Reports / OFM
Reports / Decision Package (or Decision Package with Program Detail if your agency is
appropriated by program).

Click No for "Do you want this report formatted for Word?"

Click the printer icon to print a copy of this report. L4 Note: You have the option of
downloading this report for Word by clicking the icon with the envelope and red arrow and
saving as file type "Word". If you choose this option, you should have replied Yes above. Once
in Word, you would be able to add any custom formatting or graphics necessary.

Skip this step in training — a copy of the report can be found in appendix 3

Click Return to return to the list of decision packages.

Repeat steps 2 through 5 for each maintenance and performance level decision package that is
not a revenue adjustment decision package.
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10.

11.

12.

13.

14.

15.

Review the printed decision packages and note any needed changes.
In training, assume all okay and skip to step 13

If changes are required, click once to highlight the decision package then select Edit / and the
piece of the decision package that needs updating.

Make changes as necessary and save.

With the decision package open, select Reports / OFM Reports / Decision Package (or
Decision Package Program Detail) and print or review on-line and click Return to go back to the
decision package. L4 Note: Agencies that are appropriated by program should run the
Decision Package Program Detail so the estimates will be displayed by program.

When the decision package is correct, select View / List Decision Packages By ID.

Repeat steps 8 through 12 for each decision package requiring change.

Run other reports as desired to ensure that the budget is entered correctly. These may include the
Recommendation Summary, Agency Budget Levels by Program, or some of the BRS-BDS report
options available outside of BDS. A separate tutorial and 2-hour class is provided on BDS
reporting. Samples of these reports are provided in Appendix 3.

Select File / Exit to BDS Menu when comfortable with all reports.

Select Verify data to be released to OFM / BDS Budget Data for one last review of the Pre-
Release Edit Report.

Results

At this point the data for your budget should be verified and correct.
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Lesson 5, Task 3 — Print, Review, and Revise Agency Activity Inventory

The Agency Activity Inventory report is a new requirement for the 2005-07 Budget
Development. This report can now be produced from BDS. A good draft should be available
at this point of the tutorial. This steps you through reviewing the produced report to determine
if any additional activity updates are required.

1. Select Update decision packages from the BDS menu.

Budget Summary Console - List Decision Packages by 1D

File Edit “iew Toolz Feportz Help
Lizt Decizion Packages by D |
Package | Decizion ! Agency | Program
Program | Package e Priority Pricrity S i
1 CB-00 Current Bienmiunm 0 Diraft ]
2 CL-11 Biennialization of Field Office » 0 [Diraft ]
3 CL-21 Femove one-time software funding 0 Diraft 1
4 CL-9F Federal Funding Adjustment 0 Diraft i
] Jri2-aL Leaze Rate Adjustments 0 Diraft i
g k2-8L Utility B ate Adjustments 0 Diraft i
7 k2-92 Recast to Activity 0 [Diraft ]
a PL-Dé Expand Client Training Program 0 Diraft i
4 _I 3
Sot | SetFikerosl |
|Agenc_l,l: 105 Budget Period; 2005-07 Yersion: TR Package Program: ALL Budget Level; ALL | | 001853

2. Select Reports / OFM Reports / Performance Measure Incremental Estimates for the
Biennial Budget and select No when asked if you want it formatted for Word. £4J Note: This
report will provide a listing of all the incremental estimates assigned to agency performance
measures. These will be needed to update the cumulative estimated totals for each
performance measure related to Activity Descriptions.
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| % & =iz | | 0 (] 101 AR

Prewview I

]

State of Warhingion
Agency Performance Measure
Incremental Estimates for the Biennial Budget

Agency: 105 Office of Financial Management Budget Period:  2003-07
Activity: A005 Central Financial Systems Development and Maintenance
Ouip ut Measures 1010 Number of Fasirack reporis requested hy agencies daily. *

FY 2006 FY 2007

FL D&y FExpand Client Training Prograra 200.00 500.00

SWEI - Improve the abilify of stafe povernment fo achigve s resulfs. Fastrack is a web-based agency
financial reporing spsiem.

Ouip ut Measures 1020 Number of Travel Voucher System vouchers processed annually.*
FY 2006 FY 2007
FL D& Expand Client Training Prograr 2,500.00 7,000.00

SWII - Improve the abilify of stafe government o achieve is resulfs. *The Travel Voucher Spstom is the new
web-based sysfem available fo process fravel refmbursement.

3. Click the printer icon to print a copy of this report.
Skip this step in training — a copy of the report can be found in appendix 3.

4. Click Return to close this report.

5. Select Reports / OFM Reports / Agency Activity Inventory from the BDS menu bar and
select No when prompted for exporting to Word.

| % & & =[x 5 || 4 o T o1+ boM o= |44 | 5|

Presview I

STATE OF WASHINGTON

Agency Activity Inventory
by Agency
Appropriation Period; 20059-07  Activity Version: TR - BASS Trainer

Agency: 105- Office of Financial Management

AD01 Accounting Services for Other Agencies

OFM provides cormprehenstve, cost-effecttre acconnting, budgeting, and payroll services 1o staall agencies. Swaall Agency Client
Services (SAC5) serves a2 the flecal officer, finamcial advizor, budget officer, and service coordinator to these agencies. SACS
saves the state money by consoldating the budget, payroll, and accounting services of stnall agencies.

Statewide Result Area; Improve the ahility of State Government to achieve its results efficiantly and effectivaly

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Crher FTEs
H127,625 F127.624 0 124 141,750 H141,750 0 124

Expected Results:

Dollar and FTE sawvings for the state. Small agencies can focus their efforts on achieving their missions and goals. Iaintain
current clients who refer SACS to others.

Outcome Measure: The roreboer of referrals by Small Sgency Client Service (SACE) agencies each wear.

6. Click the printer icon to print a copy of this report.
Skip this step in training — a copy of the report can be found in appendix 3
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7. Click Return to close this report.

8. Review the report for activity titles, descriptions, expected results, priority, and reasonableness

on dollars for the version, etc. and note any changes needed.

9. Note the performance measure totals and determine adjustments needed as a result of current
decision packages as noted in the Performance Measure Incremental Estimates for the
Biennial Budget report. L4 Note: Performance measure amounts are not automatically
updated from BDS input. Users will need to update the past, current, and ensuing biennium

cumulative amounts. See step 135.

10. Select Tools / Agency Activity Description.

Activity Description Console - Activity Selection

File Edit “iew Toolz Reportz Help

Activity Selection I

Select an Activity from the list

AN Accounting Services for Other Agencies

ADDZ Administrative Activity

ADD3 Azzessment Payments on State Lands

A004 Budget Driver and Expenditure Forecasts, R esearch and Monitoring
A0S Central Financial Systems Development and Maintenance
ADDE Collective B argaining

ADOY Criminal History Federal Grant

A0S Governor's Budget D evelopment

AD09 Office of Regulatony Azsiztance

AD10 Perzonal Service and Client Service Contracts

AD11 Population Estimates, Forecasts and Censuz Data

A2 Rizk Management

4 |

¥

A A A A s

Activity Fields Locked =
il

18 Available Activities

+

Dizplay Order

¥

|.-’-'«genu:_l,l: 105 Budget Period: 2005-07 Wersion: TR Package Program: ALL Budget Level ALL

11. Double click to open the first activity requiring update.
A005 Central Financial Systems Development and Maintenance
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Achivity Description Conzole - Activity Detail - Activity: ADDS

File Edt “iew Toolz Reportz Help

Activity Fesults ]
Code Activity Title i

|I:entral Financial Systems Development and M aintenance

Activity Description ok Frimary Statewide Result Area ini

The Office of Financial Management's (OFM] Central Financial = | Improwve the ability of State Government to achisve its results effj
Syztemns Development and Maintenance section develops,

implemnents, maintaing, and supports statewide financial spstems Additional Statewide Besult Areas [ Selected Items Only
for use by state agencies. The financial spstems provided by - =
OFM include accounting, budgeting, and reparting systems that Supported Title —
allow agencies o manage ther financial operations and budget |mprove student achievemnent in elementary, middl... —

performance. OFM centrally provides these core financial Imprave the quality and productivity of aur workfar...
syzterns 2o that each agency does not hawve to develop, e e veie of o et coleee o ures
operate, and maintain theze spstems individually, ensunng the - =
maintenance of accurate and centralized accounting of the Improve the health of YW ashington citizens

= |mprove the security of Y azhington's vulherable o

|mprove the econamic vitality of buzineszes and in...

il e sl mrleiln of. merels. k. il ] IL
Frograms Affected [e.q., 010, 020, 030
[110

Agency: 105 Budget Penod: 2005-07 Verzion: TR Package Program: ALL Budget Level: ALL 0153

12. Note that many of the activity fields are locked. You cannot make changes to locked fields.
Contact your OFM Budget Analyst if you need to make edits to locked activity fields.

13. Click to select the Activity Results tab.

Activity Description Conzole - Activity Detail - Activity: ADDS

File Edit “iew Toolz Repots Help

Activity Detail - Activity Results

Related Perfarmance Meazures [~ Selected ltems Only

Supported Ferformance Measure &
¥ 1010 Fashrack Reports i
¥ 1020 Travel Youcher Spstem Youchers

8010 Hands-off Payments

8020 Electronic Fayments

P01 Mumber of referrals by SACS chents

-
4 | W]

Espected Results

M aximize the value of the state's investments in financial and adminiztrative spstemz. Streamline business processes to make it eagier 1=
for state employees to perform their jobz. Provide easy, timely access to valuable information to improve decizion making and

operational effectiveness. Drive an enterprise-wide framewark, that supports the cost effective delivery of & modern, secure,

integrated suite of financial and administrative systems.

=
Agency: 105 Budget Period; 2005-07 Yersion: TR Package Frogram: ALL Budget Level: ALL h.0153

14. Click to uncheck the box for measures erroneously marked as Supported for the activity and
Save changes.

8010 — Hands-off Payments
8020 — Electronic Payments

15. Double click to open a measure requiring estimated amount updates.
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1010 — Fastrack Reports.

16. Select the Performance Measure Amounts tab when Performance Measure Detail screen is
displayed.

Performance Measure Detaill/Amounts - PM 1010 %]

File Edit “iew

Performance Measure Detal  Perfformance Measure Amounts |

MHumber of Fastrack reports requested by agencies daily.*

Urit Amounts OFM Assumes
INumbEI vI FizcalYear1 | Fiscalear2 | | Fr1 | Frz |
Frior Biennium 200.00 "00.00 PE |Actual Actual
Current Biennium ERO.00 V0.0 CE |Actual E stimate
Enzuing Biennium 900,00 EE |Proposed Proposed

The entry grid allows only numeric characters with up to bwo decimal places.
‘Wwhen recording percentages enter 30 to represent 307,

‘ E dit Performance Meazure Detail

17. Update Fiscal Year Amounts to reflect the official actual, estimate, and proposed for each year.
L Note: Use the Performance Measure Incremental Estimates for the Biennial Budget report
to determine needed changes for the ensuing biennium.

Unit — Number

Prior Biennium 1% Year Actual — 200, 2™ Year Actual — 500

Current Biennium — 1% Year Actual — 650, 2™ Year Estimate — 700
Ensuing Biennium — 1* Year Proposed — 900, 2" Year Proposed — 1,200

18. Select File / Save Changes.

19. Select File / Exit Performance Measures to close the screen.

20. Repeat the review and update of each activity and measures as necessary.
Take some time to play with these options as available in a training session.

21. Return the BDS Menu when done.

-82-



Lesson 5, Task 4 — Finalize and Print Agency Budget Request Documents
Update decision packages from the BDS Menu or View / List Decision Packages By ID

A couple of tasks are recommended before printing final reports and transmitting budget
data to OFM. Every decision package is marked as DRAFT and priority zero by default in
BDS. You will need to change the status of each decision package. BDS also includes
options to lock decision packages and/or versions so those agency users with a security
role of Edit Access cannot make changes.

1. Select Re-prioritize my agency's decision packages from the BDS menu.

Budget Management Console - Decision Package Management

File Edit “iew Toolz Reportz Help

Diecision Package Control  Prioritize Decision Packages I Aaency Decision Package |dentification I Merge Decizion Packages I

FPackage Program:

- Agency Level - j
Mew | Decizion Title Current Locked Fackage
Friority | Package Fricrity Status Frogram
1 14 2-8L Leaze Rate Adjustments 1 nlocked Maove Ta .. |
2 |PLA Expand Client Training Program 2 nlocked
3 |M2-8U Ltility R ate Adjustments 3 Unlocked Ll
4 |CB-00 Current Biennium 4 Unlocked
5 CL-11 Biennialization of Field Office 5 Unlocked
B |CL-21 Femave onetime saftware funding 5 nlocked
7 |CL-9F Federal Funding &djustment 7 Unlocked
R e Fecast to Activity a nlocked
Sane Feset |
Agency: 105 Budget Penod; 2005-07 Verzion: TH | h0153

2. Click once to highlight a priority decision package and click the Top button.
M2-8L

3. Click once to highlight the second priority decision package and click the Move To button.
See exercise slip
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i, Prioritize Decizsion Packages

Priontize
Select the new priority below

Priority Far
PL-AW Expand Training Opportumties

is: |21— [1.8]

[~ Highlight the new priarity ros

ag I Cancel

Type "2" in the is: field.

Make sure that Highlight the new priority row is unchecked.

Click OK.

Click once to highlight the third priority decision package and click the Up and Down buttons as
necessary to move it back into the third position.

Move M2-8U to spot #3

Click Save.

A note about priority — You must prioritize performance level decision packages for your
OFM submittal. Please see the budget instructions for more about how to prioritize decision
packages for submittal to OFM.

BDS allows for prioritizing all decision packages of a version regardless of budget level. The
assigned priority is not electronically submitted to OFM, but is used in reporting. The Decision
Package Summary prints a list of performance level decision packages in priority order. You
may choose to prioritize maintenance level decision packages if you will be printing the
Working Recommendation Summary in priority order. The OFM Recommendation Summary
report will print in budget level, decision package code order.

Simply leave un-prioritized decision packages (for current biennium and carry-forward level)
at the bottom of the priority list. Although BDS will assign a low-level priority number, this
number will not be used in BDS or OFM internal budget systems (WinSum).

Select the Agency Decision Package Identification tab.
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10.

11.

12.

13.

Budget Management Conszole - Decizion Package Management
File Edt “iew Tools Reportz Help
Decizion Package Control I Prioritize Decision Packages  Agency Decision Package |dentification | terge Decizion Packages I
Decizion ; | i
Bk Sl Title Long title Feuzable
17 | & Mew PL L
18 4B march patch test march patch test [
19 |AC march patch march patch =
20 |AF template t (i
21 |&H Expand Client Training Program (e
22 AW Expand Training Opportunities =
23 |Ba Increase program capacity Increasze program capacity kxs 6
24 |EH Increasze Program Capacity i
25 |Ca washington state finance academy e
26 |CH washington State Finance Acadermy i
27 DA Expand Client Training O pporturity | ]
28 |TP Template Decizion Package 2 -
Save | Reset |
| Agency: 105 Budget Perind: 2005-07 | | 50153

Find the decision package code for any decision package requiring a title change.
See exercise slip

Make appropriate changes to this decision package title. L4 Note: Changing the decision
package title here will change the title for all decision packages with this code for the indicated
budget period (displayed below). Only Budget Operations users may change a decision package
title. The Agency Decision Package Identification tab is the only place in BDS to change a
decision package title.

Expand Client Training Opportunity

Click Save to save changes.

Select the Decision Package Control tab.
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Budget Management Console - Decision Package Management

File Edt “iew Tools Fepotz Help
Decision Package Contral I Prioritize Decizsion Packages I Agency Decizion Package |dentification I terge Decision Packages I
Package | Decision q Agency | Program
Frogram | Package T Pricrity Pricrity slilivs Lag.ced
1 CB-00 Current Biennium 4 Draft I
2 CL-11 Biennialization of Field Office i} Diraft ]
3 CL-21 Femave one-time saftware funding 53 Diraft I
4 CL-9F Federal Funding &djustment T Diraft I
5 hd 2-BL Leaze Rate Adjustments 1 Final ]
E f42-81 Ltility Frate Adjustments 3 Final i
7 M2-92 Recast to Activity g Final I
g PL-DA Expand Client Training Opportunity 2 Final I i
4 _I L
Save Feset Sart | Set Filer to All |
Agency: 105 Budget Period: 2005-07 Yerzion: TR Package Program: ALL Budget Level: ALL | | 50153

Use the bottom scroll bar to move to the far left.

Click once to highlight the first maintenance level decision package in the list.

Click in this row under the column Status to invoke the dropdown list box.

Select the appropriate status for this decision package. L4 Note: Whatever status you choose
here will print on the actual decision package. You may choose the <blank> option to not have
any stamp on the decision package.

Final

Click the box in the Locked column to check it.

Repeat steps 15 through 17 for each maintenance and performance level decision package.
Mark all the current biennium and carry-forward level decision packages Locked. L4 Note: It
is optional to change the status for current biennium and carry-forward level decision packages
since they are not printed for the budget submittal.

Click Save to save these changes.

Click once on the first maintenance level decision package to highlight.

Select Reports / OFM Reports / Decision Package (or Decision Package Program Detail if
your agency is appropriated by program). Say No to formatting for word.

Once the report is run, click the Printer icon to print the report.
Skip this step in training

Click Return to return to the list.
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26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

45.

Click once to highlight the next decision package in the list and repeat steps 18 through 20.
Select Reports / OFM Reports / Recommendation Summary.
Choose to run this report at the Agency Level (All Programs rolled up).

Once the report is run, click the Printer icon to print the report.
Skip this step in training

Click Return to return to the list.

Skip to step 36 if your agency is not appropriated by program.

Select Reports / OFM Reports / Recommendation Summary.
Choose to run this report at the All Programs at the Program Level.

Once the report is run, click the Printer icon to print the report.
Skip this step in training

Click Return to return to the list.

Select Reports / OFM Reports / Agency Budget Levels by Program. Say No to "Do you want
this formatted for Word?" £ Note: This report is not required to be BDS generated. You have
the option of producing the report in Excel. If you have entered all estimates in BDS by
program, there is no need to recreate the report; use BDS to automatically generate the report.

Once the report is run, click the Printer icon to print the report.
Skip this step in training

Click Return to return to the list.

Select Reports / OFM Reports / Revenue Estimates (B9). Choose to run this report at All
Programs at the Program Level.

Once the report is run, click the Printer icon to print the report.
Skip this step in training

Click Return to return to the list.

Select Reports / OFM Reports / Working Capital (B9-1). Choose to run this report at the All
Programs at the Program Level.

Once the report is run, click the Printer icon to print the report.
Skip this step in training

Click Return to return to the list.

Select Reports / OFM Reports / Decision Package Summary. Choose to run this report at
Agency Level. A sample of this report is available in Appendix 3.
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46.

47.

48.

49.

50.

51.

52.

53.

54.

Once the report is run, click the Printer icon to print the report.
Skip this step in training

Click Return to return to the list.

Select Reports / OFM Reports / Performance Measure Incremental Estimates for the
Biennial Budget.

Once the report is run, click the Printer icon to print the report.
Skip this step in training

Click Return to return to the list.
Select Reports / OFM Reports / Agency Activity Inventory.

Once the report is run, click the Printer icon to print the report.
Skip this step in training

Click Return to return to the list.

Select File / Exit to Main Menu from the BDS menu bar.
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LESSON 6 - TRANSMIT YOUR BUDGET TO OFM
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Lesson 6, Task 1 — Transmit Data to OFM

The OFM Budget Division does not have access to your BDS data until it is electronically
released to their internal system (WinSum). Security for releasing data is granted
separately from the BDS system. If you do not have an icon for Release Data to OFM on
the BASS Main Menu, you do not have security to release data. Run an Agency Access
report to determine who does have access for your agency.

WARNING - If practicing at your agency, do not complete this step. This will release data to
OFM.

1. Click on the Release Data to OFM icon from the BASS Main Menu. L4 Note: This icon will
only be available to you if you have access to releasing data from BASS system. This access is
granted separate from BDS. Having budget operations access to BDS does not guarantee access
to data release.

==

2. Select the BDS tab.

Agency: Office of Financial Management

FMTES - Tracking FMTES - Budget BOS BDS - Gov's Recast CES
Release Budget Data to OFM
Budget Perind Budget Type Mersian
200102 =] |F -Regular | | 20- Regular |

W Include Marrative, Fund, FTE and Revenues,

Package Program

|.-'-‘-.genn:y Lewvel j

Decision Package

|.-'-‘-.II Decizion Packages j

[ Include Warking Capital. [T Delets Previous Submittal Crata far Entire Agency,

Felease

3. Select the appropriate Budget Period for this budget submittal.
2005-07

4.  Select the appropriate Budget Type for this budget submittal.
Regular

5. Select the appropriate Version to release.
<Your Initials> - <Your Name> Practice
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10.

11.

12.

13.

Make sure that the box for Include Narrative, Fund, FTE and Revenue is checked.

Leave the Package Program dropdown list box as All Programs. Note: This reference to
program is for package program only. It does not distinguish programs as coded in your data.

Leave the Decision Package dropdown list box as All decision packages.

Click to Include Working Capital if appropriate for your agency.

If visible, click to check Delete Previous Submittal Data for Entire Agency. LI Note: This
field is only available if data has been released for your agency in the selected budget period
previously. The only time you would not check this box is if you are submitting a particular
decision package and do not wish to start with a fresh set of data on the OFM side.

Click the Release button.

You should receive a message that the data has been released.

Exit and Logoff BASS.

You Did It!!!
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Appendix 1 — Business Rule Notes

BDS Menu

Some menu options will be grayed out if you are a user with "Edit Access" only rights. See
your agency budget officer if you need to complete tasks not currently available to you.

Activities

The list of Activities can be sorted in agency-desired order and saved. This is the order that
will be used in all on-line views and reports for listing activities. The Fields Locked column
indicates if OFM has locked any of the fields of that activity’s description.

The initial activity description for a new version is copied from the “official” OFM activity
inventory to the BDS version when the BDS version is created.

Program entry should be limited to program codes separated by commas. The program title
should not be included in this field.

The Fields Locked column indicates if OFM has locked any of the fields of that performance
measure’s description. Contact your budget analyst to request that a field be unlocked for
editing.

Agencies must have at least one performance measure or a statement of expected results.
Agencies are not required to have both Expected Results text and a related performance
measure for each activity, though many may find that this combination provides the best
picture of the activity’s contribution to results. Activities may be linked to more than one
performance measure.

Version Management

If a version and Default DP Filter have not been set for your agency, you will be taken to Set
Default DP Filters screen automatically. Users with only "Edit Access" rights will receive a
message informing them to see their Budget Operations staff.

Your version code entered here is independent of any previous version codes in prior BDS
budget periods, BPS2 indicators, or published budgets available in the BASS Version
Reporting System. This code is your own.

Separate tutorial documents are available for the other budget types (i.e., first year
supplemental or second year supplemental).

AFRS Extract

Setting the filter assures that data from the correct biennium is extracted from AFRS.

AFRS Extract data is refreshed once a month after the close of the fiscal month. The Current
Biennium information line indicates the last closed month reflected in the extract.

Limiting the program in the AFRS Extract screen will result in a limited AFRS extract and a
Package Program decision package. This option is discussed further in the BDS: Advanced
Lessons class and tutorial.

Optionally, agencies may choose to extract at any account code structure level or
object/subobject/subsubobject level. As a general rule of thumb, extract at the level allotments
are developed. More explanation on object can be found in Lesson 3, Task 1, page 36.

A long title describing the type of extract run is recommended for AFRS Extract decision
packages as there is no other method to view the original options selected.
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Add Decision Package

Numeric-Numeric decision package codes (e.g., 12) are recommended for current biennium
and carry-forward level decision package codes.

Press the 1st character of the code you wish to use and repeat pressing to scroll through
those options.

The package long title is optional. This title will print on internal reports only and will not be
sent to OFM. A long title describing the type of extract run is recommended for AFRS Extract
decision packages as there is no other method to view the original options selected.

Since you have checked to open after save, the decision package will automatically open to
the Expenditure/Staffing Detail Amounts tab set since narrative is not required for the current
biennium budget level.

Agency level means the decision package can contain any agency program. Use of a specific
package program is an advanced feature that is not discussed further in this tutorial. The use
of package program is only recommended in rare cases, such as DSHS budget building.
Maintenance level decision packages should use OFM pre-assigned codes. If your decision
package does not fall into any of the categories offered by OFM select a decision package
code that is numeric-alpha (1A) or alpha-alpha (AA). You will not be able to release data that
does not meet this rule.

The title for this decision package codes pre-assigned by OFM cannot be changed. Agency
decision packages that are for requesting funding to cover these items should use OFM pre-
assigned codes. Please see the budget instructions for further information.

Open Decision Package

The Open Decision Package screen allows users to open different decision packages when
one decision package is currently open. Users can use the dropdown list boxes to make the
appropriate selections or short-cut by typing the identifying information in the Manual Entry
field (e.g., M2-8L open M2-8L for the current version). The selected decision package will
open to the same screen that the Open Decision Package screen was accessed from.

Expenditure Detail Amounts

The right-click option to bring up a selection box exists on each cell with an < Enter Here
(fund, object, FTE).

Object entry can either be at the object, sub object, or sub sub object level by entering the
one, two, or six-character code.

FTEs are not required by OFM at the fund level. It is okay to group all FTEs into fund 996-Z
(except transportation fund FTEs). However, agencies may choose to break FTEs out by the
funds that salaries are paid from for a more accurate analysis.

Carry-forward or Maintenance Level decision packages - The Affected Programs/Activities
tab is the easiest way to create columns for desired programs in the expenditure worksheets.
This step is required if your agency is appropriated by program. This step is recommended if
your agency has more then one program. Skip this step if your agency has only one program.
Optionally, you may assign an activity as well. Dollars entered in decision packages by activity
do not need to be recast in Lesson 4, Step 2.

Objects are not required in BDS for your carry-forward level. However, using objects in all
steps of your budget development is recommended if you want to be able to use BDS reports
and data for additional and more complete analyses. The level of object to enter data at will
vary by agency. One option is to enter objects at the same level you allot. This will assist you
in developing your biennial allotment control numbers once a budget is enacted.

Object X in the Objects of Expenditure Detail tab is a placeholder only.
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<Blank> is not an Available Activities selection when the decision package is a performance
level decision package since activities are required for all performance level decision package
estimates.

Narrative

You may paste text from another document in here by hitting <CTRL-V> or using the right
mouse button.

You will not be able to add new words to the dictionary in BDS. This may be inconvenient if
using acronyms.

Recommendation Summary text is a very brief summary of the decision package. This entry
is used as the basis for the Governor's budget text. The budget instructions ask that you limit
this to 100 words.

Recommendation Summary text is the only category required for electronic release of your
budget. OFM does require you address all categories on the printed decision package, but if
you are preparing your decision package outside of BDS, you need only to record
Recommendation Summary text here.

Narrative is not required for the Recast decision package.

Revenue only decision packages do not require any revenue narrative or recommendation
summary text.

Maintenance Level Recast

Package Program may be used to develop a separate recast for each agency program. In this
case use Package Program to determine the program for recast, and repeat this Step for each
program.

The Maintenance Level Totals for Activity Recast report will determine the Total Maintenance
Level amount of dollars by program or agency level that have not been identified by activity.
OFM requires that agencies submit their budgets with the total maintenance level identified by
activity. Another option is to enter the current biennium, carry forward level steps, and
maintenance level items with estimates all identified by increment and activity. No recast
would be required in this case.

Narrative is not required for the Recast decision package.

There is no requirement to recast by object as OFM does not ask for activities by object.
Agencies may elect to recast dollars by object if there is a desire to have these estimates
readily available for reference or analysis.

Supported Activities / Performance Measures

Code, short title, type, and statement of measure are required fields for new performance
measures.

Performance Measures may be linked to more than one activity.

The list of supported activities in a decision package may or may not mirror the list of activities
with incremental estimates. In one example estimates were built in for two activities (Central
Financial System and Statewide Accounting Policies as these two activities will pick up the
expenditure for the training expansion, yet it also supports the agency activity of Governor’s
Budget Development because it is assumed the resulting training is expected to result in more
accurate agency budget submittals and a more efficient OFM analysis. In this case estimates
were built into two activities, yet the decision package supports three activities.

If an activity-related performance measure, a measure that will be maintained in the system as
an indicator of activity results, is affected by the decision package OFM requires that any
expected incremental change in annual performance targets for that measure be entered into
the system. If the decision package is expected to bring about some other kind of performance
change, please note the expected change in the narrative portion of the decision package.
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OFM does not require that a performance measure be created solely to report the incremental
affect of a decision package. Do not add to BDS performance measures that your agency
does not intend to be tracked over time. Performance measure amounts are not automatically
updated from BDS input. Users will need to update the past, current, and ensuing biennium
cumulative amounts in the Performance Measures Amounts screen within Activity
Descriptions.

Use the Performance Measure Incremental Estimates for the Biennial Budget report to
determine needed changes to Performance Measures Amounts for the ensuing biennium.

Revenue

The revenue filter was developed to assist agencies that have a large number of revenue
funds and sources (e.g., State Treasurer's Office) so that they could narrow the number of
revenue lines displayed on the following worksheet. Using the options of All and All will be
sufficient for most agencies.

Revenue only decision packages do not require any revenue narrative or recommendation
summary text.

To update maintenance level revenue changes not captured in specific decision packages,
you are only entering the difference between the ML level on the B9 and what it should be.
These amounts will roll together for a new maintenance level total. All revenue adjustments
should be recorded in maintenance level.

Expenditure appropriation types for federal and local/private funds should have matching
revenue estimates and will be flagged on the pre-release edit report if not in balance.

Decision Package Management

Changing the decision package title in the Decision Package Control screen will change the
title for all decision packages with this code for the indicated budget period (displayed below).
Only Budget Operations users may change a decision package title. The Agency Decision
Package Identification tab is the only place in BDS to change a decision package title.
Whatever status you choose in the Decision Package Control screen will print on the actual
decision package. You may choose the <blank> option to not have any stamp on the decision
package.

It is optional to change the status for current biennium and carry-forward level decision
packages since they are not printed for the budget submittal.

Pre-Release Edits

Critical items MUST be corrected in order to electronically release data. Warnings indicate
that there is something that might not be consistent with business rules, but the electronic
release will not be prohibited.

The agency version’s carry-forward level must match the OFM carry-forward level budget in
order for the agency budget to be electronically released to OFM. Contact your budget analyst
if it appears a discrepancy in the OFM carry-forward level.

Reports

Selecting a box to export as Word will change some of the formatting of the resulting report to
make exporting to Word easier.

The Maintenance Level Totals for Activity Recast report will determine the Total Maintenance
Level amount of dollars by program or agency level that have not been identified by activity.
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You have the option of downloading reports to Word by clicking the icon with the envelope and
red arrow and saving as file type "Word". If you choose this option, you should have replied
Yes to any prompts for Word prior to running the report (not available on all reports). Once in
Word, you would be able to add any custom formatting or graphics necessary.

Agencies that are appropriated by program should run the Decision Package Program Detail
so the estimates will be displayed by program.

The Performance Measures Incremental Estimate Changes to the Biennial Budget report
will provide a listing of all the incremental estimates assigned to agency performance
measures. These will be needed to update the cumulative estimated totals for each
performance measure related to Activity Descriptions.

The Budget Levels by Program report is not required to be BDS generated. You have the
option of producing the report in Excel. If you have entered all estimates in BDS by program, it
is recommended you use this report rather than re-creating.

Data Release

The Data Release icon will only be available to you if you have access to releasing data from
BASS system. This access is granted separate from BDS. Having budget operations access
to BDS does not guarantee access to data release.

The Delete Previous Submittal Data for Entire Agency field is only available if data has
been released for your agency in the selected budget period previously. The only time you
would not check this box is if you are submitting a particular decision package and do not wish
to start with a fresh set of data on the OFM side.
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Appendix 2 — Pre-Release Edits

The pre-release edit report will flag these issues for agency correction. The updated Pre-Release Edit
Report will be available in BDS mid-June 2004.

Funds Invalid Funds: 406; 427; 429; 239; 996 Critical
(except for FTEs); 999
Appropriation Type Invalid appropriation types: 3, 4, 9 Critical
Decision Package Numeric package codes not allowed for Warning
Code/Title ML and PL level packages (except DSHS
and OFM assigned codes)
OFM assigned codes will have OFM
reserved title.
Narrative (Agency Recommendation Summary Text required | Critical
Level) at the agency level (exception follows).
Narrative (Program Recommendation Summary Text is Critical
Level) required at the program level for the
following agencies:
DSHS
OSPI
DOT
Narrative (all other Users will receive a warning if not all of Warning
text) the categories contain text. OFM will
require that these categories be
addressed in the printed decision
package.
Narrative (exceptions) | The following decision packages do not No message
require narrative:
Revenue only decision packages
Codes 91, 97, 98, 99, 97
FTEs The following agencies must have No message
transportation FTEs identified by a
transportation fund:
DOL
WSP
Decision Package If the OFM internal system (WinSum) has | Warning
Titles a different decision package title assigned
to a decision package code, users will be
warned that the WinSum title will be used
if the decision package is released.
Maintenance Level The total maintenance level total budget Critical
Total by Activity must match the activity totals at
maintenance level.
Performance Level Performance Measure decision packages | Critical
Decision Packages by | must provide activity information for each
Activity increment.
M2-9Z Recast to Decision Package M2-9Z Recast to Critical
Activity decision Activity must have a net balance of zero.
package
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Activities without
estimates

Activity XXX that do not have incremental
estimates tied (or maintenance level
cumulative) should not be sent to OFM.

Warning

Activities without
performance measures
or expected results

Activities that do not have performance
measures or expected results identified
should not be submitted to OFM.

Warning

9Z for Regular Budget

9Z Recast to Activity decision package
must be budget level M2 for regular
budget.

Critical

Carryforward Level
check

Fund & FTE data will be compared to
OFM as a total for the agency for
agencies that submit at the agency level.
Fund & FTE data will be compared to
OFM as a total for the agency/program for
the agencies that submit at the program
level. (Subprogram level for DSHS JR,
MH and DD.) DOL and WSP will be
compared at the agency total for all funds.

Critical — this
is a change
from a
warning

Federal Funds Match

Total estimates expenditures for Federal
Dollars, Fund/AT 0071-2, of $1,800,000
has a variance from the estimated
revenues in Fund 007, Major Source 03
Federal of $500,000 for a difference of -
$1,300,000. Generally, estimated
expenditures and revenues must net to
zero at the statewide level for federal
funds.

Warning

Private/Local Match

Total estimated expenditures for
Private/Local dollars, Fund/AT 001-7, of
$1,800,000 has a variance from the
estimated revenues in Fund 001, Major
Source 05 Federal of $500,000 for a
difference of -$71,300,000. Generally,
estimated expenditures and revenues
must net to zero at the statewide level for
federal funds.

Warning

Special Major
Source/Source

Major Source 04, Source 01 is not a valid
revenue source for your agency.

Warning

-98 -




Appendix 3 — Report Samples

-99 .



State of Washington
Decision Package

DRAFT
Agency: 105 Office of Financial Management
Decision Package Code/Title: 8L.  Lease Rate Adjustments
Budget Period: 2005-07
Budget Level: M2 - Inflation and Other Rate Changes
Recommendation Summary Text:
Dollars requested to provide funding to the Department for 2005-07 contracted lease increases.
Fiscal Detail
Operating Expenditures FY 2006 FY 2007 Total
001-1 General Fund - Basic Account-State 42,500 50,000 92,500
Total Cost 42,500 50,000 92,500

Package Description:

Sample Text

Narrative Justification and Impact Statement

How contributes to strategic plan:

Sample Text

Performance Measure Detail

Activity:

No measures submitted for package

Page 1
April 8, 2004

Incremental Changes



State of Washington
Decision Package

DRAFT
Agency: 105 Office of Financial Management
Decision Package Code/Title: 8L.  Lease Rate Adjustments

Reason for change:

Sample Text

Impact on clients and services:

Sample Text

Impact on other state programs:

Sample Text

Relationship to capital budget:

Sample Text

Required changes to existing RCW, WAC, contract, or plan:

Sample Text

Alternatives explored by agency:

Sample Text

Budget impacts in future biennia:

Sample Text

Distinction between one-time and ongoing costs:

Sample Text

Effects of non-funding:

Sample Text

Expenditure Calculations and Assumptions:

Sample Text

Page 2
April 8, 2004



State of Washington
Decision Package

DRAFT
Agency: 105 Office of Financial Management
Decision Package Code/Title: 8L.  Lease Rate Adjustments
Object Detail FY 2006 FY 2007 Total
E Goods And Services 42,500 50,000 92,500
Page 3

April 8, 2004



State of Washington
Recommendation Summary

Agency: 105  Office of Financial Management 8:05:26AM

4/8/2004

Dollars in Thousands Annual Average General
FTEs Fund State Other Funds Total Funds

2003-05 Current Biennium Total 147.6 11,009 20,058 31,067
CL 11 Biennialization of Field Office X 1.4 110 110
CL 21 Remove one-time funding cost (1,000) (1,000)
CL 9F Federal Funding Adjustment
Total Carry Forward Level 148.9 10,119 20,058 30,177
Percent Change from Current Biennium 9% (8.1)% (2.95%
Carry Forward plus Workload Changes 148.9 10,119 20,058 30,177
Percent Change from Current Biennium 9% (8.1)% (2.9%
M2 8L Lease Rate Adjustments 93 93
M2 8U Utility Rate Adjustments 35 35

M2 9Z Recast to Activity

Total Maintenance Level 148.9 10,247 20,058 30,305
Percent Change from Current Biennium 9% (6.9)% (2.5)%
PL AA Expand Client Training Program 0.9 70 70
Subtotal - Performance Level Changes 0.9 70 70
2005-07 Total Proposed Budget 149.8 10,317 20,058 30,375
Percent Change from Current Biennium 1.5% (6.3)% (2.2)%

M2 8L Lease Rate Adjustments

Dollars requested to provide funding to the Department for 2005-07 contracted lease increases.

M2 8U Utility Rate Adjustments

This decision package represents the additional funding needed to address electricity and natural gas rate increases in our
institutions to continue support of institutional programs.

PL AA  Expand Client Training Program

Funding is requested to allow for expansion of training opportunities for Department clients so that they can get information
helpful to their success.

Page 1 of 1
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BASS BDS State of Washington

Form B9 Agency Revenues

Budget Period: 2005-07 04/08/2004
Agency: 105 Office of Financial Management 7:54:5TAM
Version: TR BASS Trainer Page: 1

DECISION
CODES PACKAGE CURRENT BIENNIUM ENSUING BIENNIUM
MAINTENANCE LEVEL/ PERFORMANCE LEVEL
CARRY FORWARD LEVEL
FUND [ SOURCE
FY 2004 FY 2005 FY 2006 FY 2007 FY 2006 FY 2007

001 0316 Department of Justice 1,036,855 1,039,496 1,036,855 1,039,496 1,036,855 1,039,496
001 0320 Department of Transportation 600,000 600,000 600,000

001 0383 Federal Emergency Management Agel 423,543 418,543 423,543 418,543 423,543 418,543
001 0393 Depart of Health & Human Serv 375,000 375,000 375,000 375,000 375,000 375,000
001 0394 Corp for Natl & Community Service 9,314,602 9,931,961 9,314,602 9,931,961 9,314,602 9,931,961
001 0546 Federal Revenue - Pass Through 25,000 25,000 25,000

TOTAL FUND 001 11,775,000 11,765,000 11,775,000 11,765,000 11,775,000 11,765,000
277 0402 Income From Property 16,800 16,800 16,800 16,800 16,800 16,800
TOTAL FUND 277 16,800 16,800 16,800 16,800 16,800 16,800
419 0420 Charges for Services 10,261,803 9,930,207 10,261,803 9,930,207 10,261,803 9,930,207
TOTAL FUND 419 10,261,803 9,930,207 10,261,803 9,930,207 10,261,803 9,930,207
436 0420 Charges for Services 1,524,000 1,524,000 1,524,000 1,524,000 1,524,000 1,524,000
TOTAL FUND 436 1,524,000 1,524,000 1,524,000 1,524,000 1,524,000 1,524,000




State of Washington

BASS BDS
Form B9 Agency Revenues
Budget Period: 2005-07 04/08/2004
Agency: 105 Office of Financial Management 7:54:5TAM
Version: TR BASS Trainer Page: 2
DECISION
CODES PACKAGE CURRENT BIENNIUM ENSUING BIENNIUM
MAINTENANCE LEVEL/ PERFORMANCE LEVEL
CARRY FORWARD LEVEL
FUND | SOURCE
FY 2004 FY 2005 FY 2006 FY 2007 FY 2006 FY 2007
546 0420 Charges for Services 10,383,500 10,417,508 10,383,500 10,417,508 10,383,500 10,417,508
TOTAL FUND 546 10,383,500 10,417,508 10,383,500 10,417,508 10,383,500 10,417,508
33,961,103 33,653,515 33,961,103 33,653,515 33,961,103 33,653,515

GRAND TOTAL




BASS BDS

State of Washington

Form B9-1 Working Capital Reserve
Budget Period: 2005-07 04/08/2004
Agency: 105 Office of Financial Management 7:58:05AM
Version: TR  BASS Trainer Page: 1

FUND ADMINISTRATOR AGENCY FUND ADMINISTRATOR AGENCY

ONLY ONLY
RECOMMENDED ENDING FUND RECOMMENDED ENDING FUND
BALANCE BALANCE
FUND FUND TITLE Current Biennium Ensuing Biennium
419 Data Processing Revolving Account 1,000,000 1,000,000




State of Washington

2005-07 Agency Budget Levels by Program

. . 4/8/2004
Agency: 105 Office of Financial Management
8:13:47AM
Dollars in Thousands
Current Biennium Carry Forward Level Maintenance Level Performance Level
Year 1 Year 2 Year 1 Year 2 Year 1 Year 2 Year 1 Year2
Program: 020 Budget
FTEs 34.5 34.5 35.0 35.5 35.0 35.5 35.8 36.5
FTEs-Annual Average 34.5 35.3 35.3 36.2
Fund - Appropriation Type
001-1 General Fund - Basic Account-State 2,931 2,967 2,951 3,017 2,964 3,037 2,994 3,077
Biennial Total All Funds - Program 020 5,898 5,968 6,001 6,071
Program: 030 Information Services
FTEs 354 354 35.8 36.2 35.8 36.2 35.8 36.2
FTEs-Annual Average 354 36.0 36.0 36.0
Fund - Appropriation Type
001-1 General Fund - Basic Account-State 2,410 2,688 2,420 1,718 2,443 1,743 2,443 1,743
419-6 Data Processing Revolving Account-Non-Appropriated 664 681 664 681 664 681 664 681
Total All Funds - Program 030 3,074 3,369 3,084 2,399 3,107 2,424 3,107 2,424
Biennial Total All Funds - Program 030 6,443 5,483 5,531 5,531
Program: 050 Statewide Accounting
FTEs 19.0 19.0 19.0 19.0 19.0 19.0 19.0 19.0
FTEs-Annual Average 19.0 19.0 19.0 19.0
Fund - Appropriation Type
001-1 General Fund - Basic Account-State 1,069 1,072 1,069 1,072 1,092 1,097 1,092 1,097
419-6 Data Processing Revolving Account-Non-Appropriated 291 296 291 296 291 296 291 296
483-1 Auditing Services Revolving Account-State 25 25 25 25
Total All Funds - Program 050 1,360 1,393 1,360 1,393 1,383 1,418 1,383 1,418
Biennial Total All Funds - Program 050 2,753 2,753 2,801 2,801
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State of Washington

2005-07 Agency Budget Levels by Program

Agency: 105 Office of Financial Management

Dollars in Thousands

Current Biennium Carry Forward Level Maintenance Level

Year 1 Year 2 Year 1 Year 2 Year 1 Year 2

Agency FTEs 88.9 $8.9 89.8 90.7 89.8 90.7

Agency Annual Average FTEs 88.9 90.3 90.3
Agency Totals by Fund

001-1 General Fund - Basic Account-State 6,410 6,727 6,440 5,807 6,499 5,877

419-6 Data Processing Revolving Account-Non-Appropriated 955 977 955 977 955 977

483-1 Auditing Services Revolving Account-State 25 25 25

Total All Funds 7,365 7,729 7,395 6,809 7,454 6,879

Biennial Total All Funds 15,094 14,204 14,333

* Agency totals on the OFM Program Summary may slightly differ from the OFM Recommendation Summary agency totals due to rounding.

Page 2 of 2
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Performance Level

Year 1 Year 2
90.6 91.7
91.2
6,529 5,917
955 977
25
7,484 6,919
14,403



State of Washington
Agency Performance Measure
Incremental Estimates for the Biennial Budget

Agency: 105  Office of Financial Management Budget Period:
Activity: A005 Central Financial Systems Development and Maintenance
QOutput Measures 1010 Number of Fastrack reports requested by agencies daily.
FY 2006
PL AA  Expand Client Training Program 200.00

Fastrack is a web-based agency financial reporting system.

Output Measures 1020 Number of Travel Voucher System vouchers processed annually.
FY 2006
PL AA  Expand Client Training Program 2,500.00

The Travel Voucher System is the new web-based system available to process travel reimbursement.

Activity: A013 Statewide Accounting Policies and Reporting
PL AA  No measures linked to activity
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2005-07

FY 2007
500.00

FY 2007
7,000.00



STATE OF WASHINGTON

Agency Activity Inventory
by Agency
Appropriation Period: 2005-07 Activity Version: TR - BASS Trainer

Agency: 105 - Office of Financial Management

A001 Accounting Services for Other Agencies

OFM provides comprehensive, cost-effective accounting, budgeting, and payroll services to small agencies. Small Agency Client
Services (SACS) serves as the fiscal officer, financial advisor, budget officer, and service coordinator to these agencies. SACS
saves the state money by consolidating the budget, payroll, and accounting services of small agencies.

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$127,625 $127,625 $0 12.5 $141,750 $141,750 $0 12.5

Expected Results:

Clients who utilize Small Agency Client Services for accounting and budget functions help the state to realize a dollar and FTE
savings. These agencies are also able to focus better on achieving their mission and goals by using Small Agency Client
Services for these administrative functions.

Outcome Measure: The number of referrals by Small Agency Client Service (SACS) agencies each year.

2001-03 2003-05 2005-07
FY02 Actual FYO03 Actual FY04 Actual FYO05 Estimate FY06 Proposed FY07 Proposed
0 0 0 0 0 0

Includes referrals that did not result in new clients.

A002 Administrative Activity

The Administrative Activity represents the OFM Director's Office. This includes the director, deputy director, legislative liaison,
communications director, legal counsel, and their support staff.

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

Well coordinated day-to-day operations of the Office of Financial Management.

A003 Assessment Payments on State Lands
OFM pays taxes and other assessments against state-owned lands in accordance with RCW 79.44.

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively
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Agency Activity Inventory
by Agency
Appropriation Period: 2005-07 Activity Version: TR - BASS Trainer

Agency: 105 - Office of Financial Management

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

Meet the requirement of RCW 79.44.

A004 Budget Driver and Expenditure Forecasts, Research and Monitoring

The Budget Driver, Expenditure Forecasts, Research, and Monitoring unit supports the fiscal planning, budget monitoring, and risk
management functions of the Office of Financial Management. The unit develops and provides data and quantitative analysis for
the state’s health care, human services, and K-20 education programs in support of budget development; provides staffing for
OFM’s role on the Caseload Forecast Council; gives OFM the ability to monitor expenditures and identify the sources of rapid
expenditure growth; and provides technical assistance to agency staff in the analysis of program expenditures and the development
of information systems to support cost containment and risk management.

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

Early identification of unanticipated expenditure and caseload growth pressures. Containment of emerging fiscal problems and
development of timely and effective remedies or mitigation strategies. More effective use of scarce resources.

A005 Central Financial Systems Development and Maintenance

The Office of Financial Management's (OFM) Central Financial Systems Development and Maintenance section develops,
implements, maintains, and supports statewide financial systems for use by state agencies. The financial systems provided by OFM
include accounting, budgeting, and reporting systems that allow agencies to manage their financial operations and budget
performance. OFM centrally provides these core financial systems so that each agency does not have to develop, operate, and
maintain these systems individually, ensuring the maintenance of accurate and centralized accounting of the state's financial
operations. (Data Processing Revolving Account)

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$10,464,250 $738,250 $9,726,000 69.8 $9,509,500 $(210,500) $9,720,000 75.3

Expected Results:

Maximize the value of the state's investments in financial and administrative systems. Streamline business processes to make it
easier for state employees to perform their jobs. Provide easy, timely access to valuable information to improve decision making
and operational effectiveness. Drive an enterprise-wide framework that supports the cost effective delivery of a modern, secure,
integrated suite of financial and administrative systems.
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Agency Activity Inventory
by Agency
Appropriation Period: 2005-07 Activity Version: TR - BASS Trainer

Agency: 105 - Office of Financial Management

Outcome Measure: Percentage of all payments made using "hands off" methods. This includes payments made via
electronic fund transfer, inter-agency payment, or warrant insertion.

2001-03 2003-05 2005-07
FY02 Actual FYO03 Actual FY04 Actual FYO05 Estimate FY06 Proposed FY07 Proposed
0% 0% 0% 0% 0% 0%

Warrant insertion occurs when vendor warrants are mailed from a central service center instead of from the agency.

Outcome Measure: Percentage of all payments made electronically using either electronic funds transfer or inter-agency

payment.

2001-03 2003-05 2005-07
FY02 Actual FYO03 Actual FY04 Actual FYO05 Estimate FY06 Proposed FYO07 Proposed
0% 0% 0% 0% 0% 0%

Output Measure: Number of Fastrack reports requested by agencies daily.

2001-03 2003-05 2005-07
FY02 Actual FY03 Actual FY04 Actual FY05 Estimate FY06 Proposed FYO07 Proposed
0 0 0 0 0 0

Fastrack is a web-based agency financial reporting system.

Output Measure: Number of Travel Voucher System vouchers processed annually.
2001-03 2003-05 2005-07
FY02 Actual FYO03 Actual FY04 Actual FYO05 Estimate FY06 Proposed FYO7 Proposed
0 0 0 0 0 0

The Travel Voucher System is the new web-based system available to process travel reimbursement.

A006 Collective Bargaining

OFM represents the Governor in collective bargaining negotiations for wages, hours, and working conditions for represented
classified employees, including those in higher education. As a result of legislation passed by the 2002 Legislature, OFM will
negotiate all master contracts and provide guidance for all supplemental bargaining. The first contracts must be submitted to the
Legislature for approval with the Governor's 2005-07 budget request. (Labor Relations Service Account)

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

A process for negotiating employee benefits, resulting in collective bargaining contracts for all represented classified employees.
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Agency Activity Inventory
by Agency
Appropriation Period: 2005-07 Activity Version: TR - BASS Trainer

Agency: 105 - Office of Financial Management

A007 Criminal History Federal Grant

OFM coordinates, administers, and monitors multiple federal justice grants, which are passed through to multiple state agencies and
local jurisdictions in the form of interagency and interlocal agreements to support planning and implementation of Washington
State's Justice Information Network (JIN). The JIN mission states that "any justice practitioner in the state will have complete,
timely, and accurate information about any suspect or offender." Information will include criminal history and current justice status,
come from data that has been entered only once, and be available in a single computer session from automated statewide systems.

Statewide Result Area: Improve the safety of people and property

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

Promotion, coordination, and development of automated and integrated state and local criminal justice information systems.

A008 Governor's Budget Development

OFM's Budget Division assists in the development of the Governor's budget proposal to the Legislature. Primary activities include
evaluating budget requests from state agencies and providing the Governor with recommendations for funding levels; preparing the
Governor's budget proposal; assisting the Governor in establishing financial, budget, and program policies for the state; and
monitoring agency implementation of executive and legislative budget objectives. (General Fund-State)

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$3,369,125 $3,369,125 $0 40.4 $3,467,000 $3,467,000 $0 429

Expected Results:

A balanced budget recommendation reflecting the Governor's fiscal and policy priorities. Timely, accurate, and objective
budget/performance information and advice. Execution of the state budget in accordance with actual revenues and
legislative/gubernatorial intent.

A009 Office of Regulatory Assistance

The Office of Regulatory Assistance coordinates permit assistance activities with various state agencies. It oversees the customer
service, permit facilitation and coordination, and other activities within the permit assistance program in the Department of Ecology.
It also oversees the contract with Ecology for permit assistance activities; works with businesses and project proponents on
permitting issues and helps answer questions regarding state, federal, and local agency processes; and works with the Special
Assistant to the Governor for Business to streamline regulatory processes and assist business. The Office of Regulatory

Assistance also works with state agencies to develop and adopt an integrated permit system that would bring together project
design, environmental review, permitting, and mitigation elements into a single process.

Statewide Result Area: Improve the economic vitality of businesses and individuals
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Agency Activity Inventory
by Agency
Appropriation Period: 2005-07 Activity Version: TR - BASS Trainer

Agency: 105 - Office of Financial Management

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

Reduction in complaints regarding permitting delays and procedures. Streamlined decision-making process on permit
applications.

A010 Personal Service and Client Service Contracts

The Personal Services and Client Services Contracts section develops and maintains statewide contract policies for personal
services and client services based on state regulations. Contract staff members consult with agencies regarding contract and
procurement issues to ensure agencies are appropriately expending contract dollars, and provide contract training to state agencies.
The staff also provides review and approval of approximately 1,200 personal service contracts filed with OFM annually to oversee
state agency contract practices and compliance with statutory requirements under RCW 39.29.

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

Contracts staff will provide training to state agencies on personal service and client service contracts and will train staff from 75
percent of state agencies.

A011 Population Estimates, Forecasts and Census Data

The Population Center produces the official population figures for the state, cities, towns, and counties. The statutorily required
center provides the current and future population estimates that are needed for statewide economic and revenue forecasts and fiscal
planning activity, budget driver and expenditure forecast activity, and the Initiative 601 spending limit. The center is also
responsible for all statutes using population size as criteria for program administration/eligibility for the allocation of millions of
dollars to local governments, and for other budget and program planning activities. The center certifies all municipal boundary
changes in Washington, acts as liaison to the federal Bureau of the Census for state and local agencies, and assists the bureau with
decennial census and product distribution activities through the State Data Center Program. (Violence Reduction and Drug
Enforcement Account)

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

Timely and accurate population estimates and forecasts required for sound fiscal management and planning, program
administration/eligibility, and revenue allocations.
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Agency Activity Inventory
by Agency
Appropriation Period: 2005-07 Activity Version: TR - BASS Trainer

Agency: 105 - Office of Financial Management

A012 Risk Management

The Risk Management program identifies, controls, and reduces the financial impact of general liability, vehicle, and property losses
to the state, and develops programs to finance the state’s exposure to risk. In addition, the program protects the beneficiaries and
assets of local government self-insurance programs through effective regulation. Services provided include administering a
self-insurance program to finance tort losses; purchasing commercial insurance on behalf of state agencies; receiving, processing,
delegating, and investigating state agency tort claims and legislative relief claims; maintaining a comprehensive master database of
all claims; providing training to state agencies on how to lessen risks associated with tort liabilities; and approving and regulating
local government property/liability risk pools and health/welfare employee benefit programs. (Risk Management Administration
Account)

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

The loss prevention focus on vehicle accident prevention will result in a ten percent reduction of vehicle accidents involving
state employee drivers by June 30, 2005. The measurement will be from the period July 01 - June 02 to the period July 04 - June (

A013 Statewide Accounting Policies and Reporting

The Statewide Accounting Policies and Reporting section develops and maintains state administrative and accounting policies for
payroll, travel, federal grants, accounting, and reporting. Policies incorporate federal and state regulations, as well as national
accounting standards. The staff consults with and provides training to state agency personnel on the policies. The Statewide
Accounting unit also monitors financial data for compliance with the policies and prepares a number of reports for the public.
Reports include the state’s Comprehensive Annual Financial Report, the Audit Resolution Report, and the federally mandated
Single Audit Report. (Data Processing Revolving Account, Auditing Services Revolving Account)

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$1,647,500 $1,331,500 $316,000 23.0 $1,647,750 $1,351,750 $296,000 23.2

Expected Results:

Increase agency compliance with applicable laws and regulations. Produce accurate, timely reports in response to requests for
information and legal requirements.

A014 Statewide Economic and Revenue Forecasts, Fiscal Planning and Research
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Agency Activity Inventory
by Agency
Appropriation Period: 2005-07 Activity Version: TR - BASS Trainer

Agency: 105 - Office of Financial Management

The Forecasting Division supports statewide fiscal planning and budget and revenue monitoring functions of OFM directly related
to the development of the Governor’s budget and the management of biennial budgets. The Forecasting Division provides analysis
of the impact of major events, social and economic trends, and public policies on the state economy and revenues. It supports
OFM's role on the Economic and Revenue Forecast Council and the Expenditure Limit Committee. It statutorily provides official
fiscal impact statements for statewide ballot measures. The division provides statewide revenue, expenditure, and expenditure limit
information (Six Year Outlook) to support the preparation of the Governor’s budget and the evaluation of biennial budgets in terms
of risks and sustainability. The division also provides analysis and recommendations to the Governor for the development of
revenue and tax policy.

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

Early identification of fiscal challenges, risks, and opportunities facing the state. Increase in the amount of time available to the
Governor and Legislature to address fiscal challenges, resulting in more timely and effective responses. More effective use of
scarce resources.

A015 Statewide Policy Development for Governor's Office

The Executive Policy Office performs policy research and analysis for the Governor, and works with agencies and OFM budget staff
in the development of proposed legislation and the Governor's budget proposal.

Statewide Result Area: Improve the ability of State Government to achieve its results efficiently and effectively

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

All agency-proposed and enrolled bills are consistent with the Governor's legislative agenda.

A016 Washington Commission for National and Community Services

The Washington Commission for National and Community Services was created by the Governor in 1994 as part of the National and
Community Service Trust Act of 1993 to implement AmeriCorps and support other national service initiatives throughout the state.
Currently, the commission receives approximately $14 million annually in competitive federal funds, supporting 15 programs that
address major state and gubernatorial priorities. One of the largest programs, the Washington Reading Corps, places 250 members
in needy elementary schools to raise reading levels of struggling readers. The commission will also have major priorities and
programs as part of the national Citizen Corps that will support volunteers in homeland security activities. Commission staff
support a 25-member gubernatorial appointed commission that sets policy, identifies goals, and establishes priority needs that
national service should address. In addition, the commission utilizes service as a strategy to help address gubernatorial priorities,
ensures compliance with federal grant policies, and assesses the impact of national service investments in the state.

Statewide Result Area: Improve the economic vitality of businesses and individuals
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Agency Activity Inventory
by Agency
Appropriation Period: 2005-07 Activity Version: TR - BASS Trainer

Agency: 105 - Office of Financial Management

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

To expand the ethic of service throughout Washington State by inviting citizens of all ages and backgrounds to contribute their
time and talents to strengthen and promote service and volunteerism as strategies for building healthy communities.

A017 WorkFirst Program

OFM provides the staff support necessary to oversee the Governor’s planning and implementation of Washington State's welfare

reform initiative called WorkFirst. This program helps financially struggling families find jobs, keep their jobs, get better jobs, and
build a better life for their children.

Statewide Result Area: Improve the security of Washington'’s vulnerable children and adults

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:
Increases in financially struggling families gaining and maintaining jobs.

Outcome Measure: Percentage of all payments made electronically using either electronic funds transfer or inter-agency

payment.
2001-03 2003-05 2005-07
FY02 Actual FY03 Actual FY04 Actual FY05 Estimate FY06 Proposed FYO07 Proposed
0% 0% 0% 0% 0% 0%

ACO01 Statewide Systems Training

Provide training on budget and accounting systems used by agency customers.

Statewide Result Area: Unknown

FY 2006 FY 2007
Total GFS Other FTEs Total GFS Other FTEs
$0 $0 $0 0.0 $0 $0 $0 0.0

Expected Results:

Statewide Systems training should improve the ability of agency financial staff to use OFM statewide financial systems
efficiently and effectively in support of their financial management responsibilities.
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Appendix 4 — Recast Exercise Worksheets
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Activity Recast Analysis Worksheet

A001 Accounting Services for

Check Figures A005 Systems Development/Maint

Maintenance Level Totals Activity Recast Other Agencies
FTE Dollars FTE Dollars FTE Dollars FTE Dollars
Program Fund 1st Year 2nd Year 1st Year 2nd Year 1st Year 2nd Year 1stYear 2nd Year 1stYear 2nd Year 1stYear 2nd Year 1stYear 2nd Year 1st Year 2nd Year
020 001-1 0.5 1 32,500 70,000 0.0 0.0 0 0 0.0 0.0 0 0 0.0 0.0 0 0
030 001-1 0.4 0.8 32,500 -945,000 0.0 0.0 0 0 0.1 0.1 5,625 13,750 0.1 0.4 16,250 (972,500)
050 001-1 0 0 22,500 25,000 0.0 0.0 0 0 0.0 0.0 0 0 0.0 0.0 0 0

** This worksheet is for demonstration purposes only. Nothing within this worksheet implies actual activity estimates Page 1 of 2



Activity Recast Analysis Worksheet

A008 Governors Budget A013 Statewide Accounting
Maintenz Development Policies & Reporting
FTE Dollars FTE Dollars
Program Fund 1st Year 2nd Year 1st Year 2nd Year 1stYear 2nd Year 1stYear 2nd Year
020 001-1 0.5 1.0 32,500 70,000 0.0 0.0 0 0
030 001-1 0.1 0.1 5,625 10,000 0.1 0.2 5,000 3,750
050 001-1 0.0 0.0 0 0 0.0 0.0 22,500 25,000

** This worksheet is for demonstration purposes only. Nothing within this worksheet implies actual activity estimates Page 2 of 2



Data Entry Worksheet

FUNDS
001-1
419-6
483-1
Total

FTES
001-1
419-6
483-1
Total

32,500

32,500

Program 020
A008
FY2

FY2
0.5

0.5

70,000

70,000

Program 030
A005 A008
FY1 FY2 FY1 FY2 FY1

16,250 (972,500) 5,625 10,000

16,250 (972,500) 5,625 10,000

FY1 FY2 FY1 FY2 FY1

0.1 0.4 0.1 0.1

0.1 0.4 0.1 0.1

22,500

22,500

Program 050
A013
FY2

FY2
0.0

0.0

25,000

25,000




Tutorial Evaluation

BDS Basic Budget Building

Strongly Strongly
Disagree Agree
This tutorial was helpful in getting me through the
business process 1 2 3 4 5
This tutorial was helpful in getting me through the system
technical processes 1 2 3 4 5
Additional training was not necessary given the structure
and content of this tutorial 1 2 3 4 5
The steps of the tutorial successfully anticipated the
special needs of my agency 1 2 3 4 5
The tutorial was clear, concise, and easy to
understand 1 2 3 4 5
| did not need to request additional assistance to
complete the business process 1 2 3 4 5
It was easy to find answers to my specific question
in this tutorial 1 2 3 4 5

The best feature of this tutorial is:

The worst feature of this tutorial is:

| found errors (grammar, punctuation, spelling, conceptual, technical) on the following pages:

Other comments:

Thank you for taking the time to complete this survey. This information will be used in revising this
tutorial as well as developing future BASS tutorials. Please remit to:

Office of Financial Management
Attn: Vicki Rummig
Mailstop: 43113
Olympia, WA 98504
Or fax 360 586-3964






State of Washington
Office of Financial Management
Accounting and Administrative Services Division
Statewide Financial Systems

BUDGET AND ALLOTMENT SUPPORT SYSTEM (BASS)

SECURITY MAINTENANCE
Leave shaded areas blank
Security Level Action
Select Systems: Budget Edit Read Add Delete
Ops Access Only Access Access

Performance Measure Tracking Estimates System (PMTES)

Automated Upload Transaction Option (AUTO)

Budget Reporting System (BRS) (formerly VRS)

BPS1 Extract

Budget Development System (BDS)

Capital Budgeting System (CBS)

Salary Projection System (SPS)

Data Release to OFM:

[l PMTES [] BDS [] CBS

State Intranet Access (if you can access swfs.ofm.wa.gov,
you have access).

User Identification:
Login ID: ** ’_’_|_|_|_’_|_|_|_’_|_|_|_’ (Required only for new BASS users)
** First five characters are agency code (3), sub-agency code (1) and reserved for future use (1) (default to 0). (eg. 10500 is OFM)
Next eight characters at agency discretion with first three characters required (local area network ID is recommended).

Agency Code #: | . | . | o | o | Agency Name:

User Name:

Telephone: ( ) FAX: ( )

E-Mail Address:

Requested by: Date (mm/dd/yyyy): _ / /

Telephone #: ( ) Effective Date (mm/dd/yyyy): / /

Approval (REQUIRED):
Approval Signature:

Approval Name (please print):

Telephone #: () Date (mm/dd/yyyy): / /
Send original form to: Financial Systems Security Administrator
OFM Accounting & Statewide Financial Systems
PO Box 43113

Olympia, WA 98504-3113
For prompt service, FAX completed form to (360) 586-3964. Please also send the original form.

(OFM USE ONLY)
Product Manager Approval: Date:

User record entered by: Date:

Version 1.4 Final
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